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YOU CAN CREATE A MASTERPIECE WITH 
7 
THE meminsTom 1//¢¢/)7-conOmy ~ a. 


Yes,'a masterpiece. of typing perfection with every character... 
every word ...every paragraph... handsome, distinctive, uniform. 
And the amazing electric ease of operation of this superb new 
typewriter really makes typing a breeze—turns out more work, 
better work, in so much Jess time and with so little effort. 


Flemington. Fland 


THE FIRST NAME IN TYPEWRITERS 








WHETHER YOU FILE... Alphabetically, Numerically, Geographically, 


SMEAD manufactures 


Ov 


hronologically or by Subject Indexing, THERE IS A SMEAD SYSTEM 
ALREADY TAILORED TO FIT YOUR NEED! 
3100 filing and 


stationery products 
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SMEAD can supply your every 
filing need. “ 


IF YOU NEED IT 
WE CAN FURNISH IT” 








Write our Dept. TS and state your 


problem — or see your dealer and 


specify SMEAD products 


THE Smead ManurAacturine CO.,INC.-HASTINGS, MINNESOTA 
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PPEARING ON ouR COvER—The girl on 
+ our Valentine cover is secretary Joan 
Kizis, who is wearing a new Ilene Ricky 
spencer-jacket suit that not only looks 
smart. but it’s a cinch to care for. Chief 
blessing of the outfit is that it is entirely 
washable—it bears the Sanforlan labe! 
which means that the 85 per cent wool- 
15 per cent nylon fabric can be sate! 
washed without fear of shrinking. 

Quiie thoughtfully, the manutact«: -s 
designed the pique collar and cuffs so . ccc 
they are easily detachable for the morc 
frequent washings they will demand. The 
slim skirt has a high waistband and slas¥ 
pockets. In navy or gray, sizes 7 to 15. 
Priced about $18 at Bloomingdale’s, New’ 
York; The Dayton Company, Minneapo- 
lis; and Charles A. Stevens, Chicago. 


~ 
s t . ( 
It’s Not the Season 
AND SPEAKING OF OUR COVER, the lacey ) 
valentines displayed on it this month ‘ 


werent the easiest things to obtain—im 
December, anyway. That’s right, las: D+ 
cember when you were worrying . ‘~» 
Christmas cards and presents, Tessie wa 
in a valentine dither. Her assignment wi 
to obtain a variety of valentine hearts f 
the February cover. When.she finally »: 
covered the valentines you ‘see in our we 
ture, she had a somewhat embarras4¥ 
accident. ‘ 

It was a dark and drizzly Decem 
afternoon and, as Tessie worked her \ 
across New York’s crowded 42nd Strc« 
a playtul gust of wind picked up her n&® 
angora hat and carried it way down tk 
street to a waiting mud puddle. A mudd 
angora hat was bad enough; but, as Tessi 
puts it, “Running down 42nd Street i 
the middle of December with a branch ot 
valentines in your hand makes for a very 
difficult situation!” Don’t think she is en- 
tirely disillusioned, though. Now that 
Valentine’s Day is finally here, Tessie is 
out looking for Easter lilies. 


‘ 











Secretary to an Author 


AFTER YEARS OF WONDERING just what 
the author of such books as “How to Win 
Friends and Influence People” and “How 











ERASAGUARD ..» the typist’s “pal” 


@ COMPLEMENTS the function of the ERASER. 
@ With it you can cleanly REMOVE all trace of Errors. 
@ SAVES Enough TIME in ONE DAY to pay for itself. 


Smooth Aluminum surface to | 
erase against on both Original and 


She does make mistakes ... 


Carbon Copies. 
Curved surface exactly conforms 


to curved platen. 


Just place it behind the sheet 
you wish to erase from. 


Instantly allows letters to be set 
up by supervisors as measurements 
conform to type spacing. 


-iapplied for Elite or Pica type. 


Edges do not slip on paper so 
eja,, be used for drawing with a 
pe.. and positively no blotting. 





Many letters confirm that the 
Frasaguard is indispensable for 
efficiency. One Secretary writes, 
‘I used Erasaguard for several 
months in an office where I for- 
merly was employed and now I 
find it difficult to get along efficient- 
ly without one. I would like to 
purchase one or two. Is there a 
dealer in this territory?” 


The Erasaguard is a positive ne- 
| cessity on every Typist's desk. 





4ld only by Kee Lox Mfg. Co, 
| ‘ochester, N. Y. and Branches, 
‘atent 2260089. 





ice $4.20 per dozen, but you 


» have one for yourself by . . - But she says 
-ding 35ce U. S. Stamps with 








; “This ERASAGUARD makes erasures so easy that 
* attached Coupon. Not over 
on any one Coupon at this It's My Real Pal” 
| ‘tice unless I doz. or more is 
~dered., 
: | 
si r a ie enna = 
oe You Need a PAL? | Kee Lox Mfg. Co., Rochester 1, N. Ve TS-2 
ry BE HAPPY ; Please send Dozen 
n- . 
hot a With a REAL ONE | ERASAGUARDS Elite] Pica 
is . : Enclosed is . _... U. S. Stamps 
j Send Coupon at Once Gere a onic ecneanenensssneeesdsenssensesnssnnesonsennecenneyeonenneeneqnanntantnnenisanee tenant net=nsaniniD ; 
THANKS SPIRIT .cccisnicsasenieansinsicbtiemdinsanninsinciiicsstitiiiaseltaiesnnadnnnigpicceiateiniiienitad insane | 
| 
hat ” i _- Sarareeers sila State | 
Vin You will thank us, too | Signed by 
low a a ae AN RN Te Ee aE LIEN LN J 
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now ready... 


GheGG TYPING 
“SEW SERIES - 


for high schools 
John L. Rowe ws 


Alan C. Lloyd 
Harold H. Smith, Consulting Editor 


A NEW CONCEPT OF BUILDING SPEED 
WITH ACCURACY 


. . « sustained from Lesson 1 to the end of the book... 
home row, then first-finger-first approach to the keyboard 

. . words, phrases, and sentences from the outset . . . new 
treatment of momentum drills, speed spurts, acceleration 
and alphabetic sentences. 


PREVIEWED PRODUCTION PRACTICE 


. . . to develop student's skill in typing letters, manuscripts, 
documents, and tables at the same pace developed on 
timed writings with new type Copy Control and at- 
tention to personal-typing problems, original typing, and 


all the vocational applications of typewriting skill. 


A NEW PLAN OF ORGANIZATION 


. . . Four Parts: Basic Typing . . . Office Typing . .-. Produc- 


tion Typing Expert Typing Each part divided into 


three groups of 25 lessons . . . and each group is followed 
by (a) power-building drills, (b) review of application tech- 


niques, and (c) an easy-scoring progress test. 


one-year course ® advanced course * complete course 
workbooks ® teacher's guide ® semester examinations 


Write your nearest Gregg office today. 


Gregg Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36 © 330 West 42nd Street Dallas 2 ® 501 Elm Street 
Chicago 6 @ 111 North Canal Street Toronto 4 ® 253 Spadina Road 
San Francisco 4 e 68 Post Street London W.C. 1 © 51 Russell Square 
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to Stop Worr: ing and Start Living” wi 
like, we decided to get the story from or 
of the people who ought to know best 
Dale Carnegie’s secretary. Of cours 
our story is all from the secretary’s ang] 
but we know that is the angle you ai 
most interested in. So, if you'd like 1 
read how association with such a fine en 
ployer quieted one girl’s fears and help« 
her rise to the “top” in secretarial pos 
tions, turn to page 283. 





So efficient is this young secretary 
Marylin Burke is her name—that she wa 
able to continue her work all the whil 
our photographer was taking her pictur 
“You know,” he remarked to us on h 
return to the office, “that girl dictated 
complete letter to her assistant while 
was taking photographs of her, and sh 
never batted an eye.” A remark like the 
from our photographer is a complimer 
supreme! 


A Plastic Surgeon’s Secretary 


ON PAGE 290, you'll find a story by th 
secretary of one of the best-known plasti. 
surgeons in the country; but due to th 
ethics of the medical profession, he 
name, the surgeon’s name, and all actué 
photographs had to be omitted. How 
ever, we know you'll enjoy this interest 
ing article, and the manner in which it | 
told by author James Joseph. 


Little Bit of Filing 


THIS MONTH we begin our new serié 
on filing—Filing in Action—with our fir! 
article, “You File This Way in a Sma 
Branch Office?” by Marthe Gross. Al 


O 


though the series starts out with small 
office filing, it is scheduled to build up # 
larger and larger numbers until we arriv 
at filing in the millions—as they do in} 
large insurance company. If yours is | 
small office, better turn to page 292 right 
away! 


The Last Word in Fashions 


Our FasHions this month include 
little bit of everything for early spring 
suits, blouses, dresses—and most of thei 
made of new and especially interesti 
fabrics. Of course, you may still b 
bundled up tightly in your winter clot! 
ing right now, but it’s not too ear! 
to choose some new Spring duds, a1 
then you can save for them graduall 
And if you're in a choosing mood, now 
the time to turn to page 302. 
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Just put a Line-a-time Copyholder behind your 
typewriter and listen to the 


‘ 


‘oooh’s” and “aaah’s” 
... Watch what Line-a-time does for your typing 
speed, accuracy, comfort and convenience! 

Small wonder, for Line-a-time means “right before 
your eyes” transcribing. No head or neck twisting, 
no eyestrain, no fatigue... just a rapid, smooth flow 
of work into your “out” box and that “fresh at five, 
glad to be alive” feeling! 

Line-a-time’s exclusive Trans-vue line guide under- 


A FREE copy of the 
descriptive Line-a-time 





nat the LINE-A-TIME 


scores each line and lets you see several lines ahead 
to catch penciled-in changes...the Space-celector 
provides you with single, double or “free wheeling” 
spacing at the flick of a finger...the exclusive 
Turn-a-page Pocket makes pages so much easier to 
turn and easier to hold in position... and eye-saving 
Light-Conditioning lets you angle all your copy for 
maximum lighting and readability! 

Produce more in a day than ever before and still 
be “alive at five” — with Line-a-time. 


Remington. Frand. 


j Remington Rand, Room 2633, 





Copyholder can do for you! 








315 Fourth Ave., New York 10 NAME — — 





folder is waiting for you (C(O Please send me Line-a-time FIRM 
; folder RSL 212. 
Send for yours, today. 
(] Please arrange a FREE Line-a- ADDRESS-_ = ee a 
time demonstration in my office. 
No obligation, of course. CITY cdeiiniameeie ZONE. STATE —_— 
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Only a Dictionary 
Backed by 
UNQUESTIONED 
AUTHORITY 
Is Worth Using 


ou can rely with 
perfect confidence on the authority, 
accuracy, and up-to-dateness of 


WEBSTER’S 
NEW COLLEGIATE 
DICTIONARY 
& Mevuam-Webslr 


oc vw + fat OFF 
HE latest in the famous Webster’s 
Collegiate series that, in succes- 
sive new editions for more than fifty 
years, has been nationally accepted in 
colleges, offices, and homes as the most 
authoritative handy-size dictionary. 
With the help of this indispensable 
handbook you will read with more un- 
derstanding, write with more accu- 
racy, speak with more effectiveness. 
Webster’s New Collegiate contains 
125,000 entries, selected with careful 
discrimination, giving 


clear definitions, 
exact pronunciations, 
accurate etymologies, 
correct spelling, division, 
abbreviations, synonyms, etc. 


It presents a wealth of facts about 
persons, places, 
weights, measures, 
monetary units, 
signs and symbols, 
rules for punctuation, 
use of capitals, etc. 


2,300 terms are illustrated. 1,230 pages. 
A choice of attractive bindings at book, 
department, and stationery stores. $5.00 
and up. Write for descriptive folder. 

Ask to see these other Merriam-Websters: 
Webster’s Dictionary of Synonyms $5.00 
Webster’s Biographical Dictionary 7.50 
Webster’s Geographical Dictionary 8.50 


G. & C. Merriam Co., Publishers 
Dept. TS, Springfield 2, Mass. 








ESSIE: Before we begin this (sixth) 

meeting of our secretarial clinic, | 
want to wish Mr. Swem, Dr. Rosenberg, 
and Dr. Lloyd a very happy Valentine's 
Day and remind them, ahem, that I just 
love Valentines! And happy Valentine's 
Day to our other Experts and all my 
readers, too—both male and female. I 
certainly hope that each of you receives 
at least two Valentines apiece from secret 
admirers. And, since I’m being especially 
nice to the gentlemen today, I'll let Dr. 
Rosenberg answer our first question. 


A SECRETARY FROM NEW JERSEY writes 
that the girls in her office have been 
having a little argument over a legal 
problem during the past week. One side 
maintains that if the proprietor of a 
cleaning and dyeing establishment (the 
one they have in mind has its quarters 
in their building) assured you that a silk 
dress would not shrink if he dyed it, and 
then it shrank so much that it could not 
be worn, the proprietor, himself, could 
be held responsible for the price of the 
dress. The other side feels that it isn't 
the proprietor’s fault if the dress is made 
of a type of material that shrinks even 
though he does his very best work on it. 

“We all want to know what Dr. Rosen- 
berg thinks of this problem,” writes the 
New Jersey secretary, “and, by the way, 
it was my dress!” 

Dr. RosENBERG: I would say, Tessie, 
that the writer of this letter could col- 
lect from the proprietor for the value of 





her dress. You see, this proprietor was as- 
sumed to possess such knowledge and 
skill as is ordinarily had by persons en- 
gaged in this business and that such 
knowledge was part of his equipment for 
carrying on his business. He is therefore 
liable for any damages caused by a lack 


of such skill. 


Tessie: Here’s a letter from a secretary 





in Kentucky concerning Mrs. Strony. It 
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Charles L. Swem © Madeline S.Strony * Alan C. Lloyd — 
E. Lillian Hutchinson * Robert R. Rosenberg 


goes as follows: “In the September issue 
of Topay’s SECRETARY, you carried a 
question about rising for men. visitors. 
Mrs. Strony’s answer was that you should 


rise for the senior officers of your com- 








pany, elder visitors, and distinguished 
guests. She also said that the safest rule 
was, ‘When in doubt, rise.’ The etiquette 
books I read say that women should 
never rise to men; the only exception 
being the President of the United States. 
Who is right?” 

Mrs. Strony: While it is true in most 
parts of the country that the rules for our 
social and business etiquette are identical, 
Tessie, there are always a few excep- 
tions. I have been in business for closé 
to twenty-five years; and, during that 
time, I've been most fortunate in coming 
in contact with very outstanding business 
men. I have always found that I wanted 
to rise for these senior officers of my firm, 
and. I found that many of the firm’s sec- 
retaries were emulating me. The com- 
ments by our senior officers were most 
favorable, so I have felt free to suggest 
this action of courtesy to other secre- 
taries throughout the country. 

I find, also, that Marie L. Carney, 
author of Etiquette in Business, is in 
agreement with me. She writes, “A lady 
stands when she is introduced to a mem- 
ber of the clergy, to women who are 
somewhat older, when she shakes hands 
with a gentleman who is very much older, 
and on being introduced at any other 
time when she is prompted by natural 
impulse.” 

I realize, Tessie, that my answer was 
slightly different from this, but I do 
think there was definite justification in 
it in the last statement made by author 
Carney, “prompted by natural impulse.” 
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EXPERTS 





} =Tessie: Dr. Lloyd, here is a question 
for you from a secretary in Rhode Island. 
She wants to know whether or not carbon 
copies that are being mailed out should 
be signed by the dictator. 

Dr. Ltoyp: Whether employers should 
sign carbon copies that are mailed out 
depends largely on company policy and 
practice, Tessie. So far as I know, the 
most common practice is for the employer 
to sign the original letter and to initial, 
instead of signing, any mailed carbon 
copies. However, there is no universal 


tee eee 


practice in this connection. 








Tessie: A_ secretary in Pennsylvania ee ee 
would like Miss Hutchinson to answer 
this: “Is there such a word as_ profit- ° a 
ability? It sounds like a reasonable word, t are a cecreta res ma e 
but our office dictionaries don’t include wy a 
it.” 

Miss Hutcuinson: Believe it or not, 
Tessie, the latest unabridged Webster 











al 


If you want to be a good secretary, you'll want to read “Strictly 


I Dictionary does include the ward profit- Personal.” It’s a free booklet made available to you by the Gray 
' ability. However, the word is so unusual Manufacturing Company, makers of the Audograph. It shoots straight 
and so seldom used that I would suggest - ibe “Ts . ” 

iain diane mae wiennk from the shoulder on topics like “Tips and Tricks of the Trade. 
such as advantage. Being a secretary adds up to lots of those “little things” . . . like 
a a ene Te your telephone personality, dressing just right, or your attitude 
} Miss Hutchinson. This one is from a stu- toward your boss. 


@ dent in Ohio. She says that, although her But using the Audograph makes good secretaries even better. 


Gives them more time, because Audograph takes their dictation for 
them. And “Strictly Personal” tells how to make extra time work for 
you. Get in on the things that add up to being a real secretary. Send 
the coupon for your copy of “Strictly Personal” today. It’s free! 


auiaerart 





il rete ERIE 







~ 


~ 


yping teacher has taught her that there 
iust always be a three-line inside address 
n all letters, her English textbook shows 
ample letters that have inside addresses 
onsisting of only two lines. She wonders 
Whether or not this is correct. 

IlurcHinson: Well, Tessie, the pre- 
bal tred form for an address consisting 





The Gray Manufacturing Co. 
Hartford 1, Connecticut. 














‘ 
3 Bnply of a name with the city and state AUDOGRAPH® sales and service in 180 ao ” 
‘is the three-line form. For example: CS. Gite. Sao pons Ctaeied Telaghene ee ee 
f Sears Roel k ic Directory under “‘Dictating Machines. ‘ 
, epuck and Company Canada: Northern Electric Co., Ltd. : 
Kansas City 14 Abroad: Westrex Corp. (Western Electric ‘ NAME 
Missouri Co. export affiliate) in 35 countries. ; 
ae However, should it be necessary to type Audogroph is made by The Gray Menu- FIRM TITLE 
: inside addre t “a P hoi facturing Company — established 1891 — ' 
ss on two lines to save originators of the Telephone Pay Station. ‘ 
ice, the address on the em elope is * TRADE MARK REG.U.S.PAT.OFF. © ADDRESS cov Ks 
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Let me be your “0994 Little 
Just remember. 
on your COMPANY LETTERHE c 
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Clair Ave. 


f) : } = : , 
Cle Véiand 3 Ohio 











How to Make 
INVIS 





J5Le 
¥ O U a new reader? 





With a few feather-light || a 
strokes, a Rush FybRglass |) 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


THEN, we would like to make you 
regular one! Every month, TODAY'S 
SECRETARY brings you articles and stories 
that are just as helpful and interesting as 
the ones you enjoyed in this issue. . 
articles on personal grooming, what to 
wear to work, how to ‘ile more easily 
and accurately, how to increase your 
shorthand speed, how to transcribe ma- 
chine dictation. Plus, exciting series pres- 
entations on calculating machines, “Sec- 
retary to “and other interesting 
secretarial jobs. 


Subscription rates are $5 for two years 
| and $3 for one. Can you afford to be 
without this uniquely specialized publica- 
tion? TODAY'S SECRETARY will help you 
do your job more effectively and effi- 
ciently; it will help you professionalize 
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your services! 


Send your check or money order and 
complete address today, and we'll rush 
first copies to you. We're anxious to 
change you from a new friend to an 








Order from your Dealer 
or send 50¢ and 


old one. 








The Eraser Co., Inc. 
116 S. State St., Syracuse 2, N. Y. 


Today's Secretary 
330 West 42nd Street, New York 
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TESSIE ASKS EXPERTS 


(Continued from page 279) 





still preferably arranged in the three-ling 
form. If the envelope is typed in tw¢ 
lines, though, the lines should be doubh 
spaced. 


Tessie: Oh, by the way, I forgot t 
mention that this last questioner begad 
her letter by saying, “Our class hasn? 
noticed any questions sent in by studeng 
in your “Tessie Asks the Experts” columy 
and we were wondering, therefore, if yoy 
might consider a question from a grou 
of high school seniors.” | 

Honest Injun, we've had many a que 
tion from students in school in this co} 
umn; and we welcome these 
as much as we do the 
employed secretaries. This column is fo 
all readers of Topay’s SECRETARY, 5 
whatever your business problem may My 
whatever title may be yours—student 
secretary, teacher—send us your with 


queries jus 
ones from out 


and our experts will come up with a 


answer. Right, experts? 

PANEL: Right! 

Tessie: And now, here is a question, 
from a combination  student-secretary 
teacher in Texas, which is directed t 
Mr. Swem. It goes like this: “I have ¢ 
nine-to-five job, but I am studying, iq 
the evenings, to be a court reporter! 


I now write about 160 words a minute 
Besides these activities, however, I havd 
also been teaching shorthand on the sid 
—the Anniversary edition. 

My problem is that now I have beet 
offered a wonderful position that calls for 
the teaching of the Simplified edition of 
Gregg Shorthand. Will teaching Simpli- 
fied mix me up too much for reporting 
or would I be just as well off to changd 
systems?” 

Mr. SwWEeM: 
not seem to me 


this does 
a problem at all. 


Tessie, 


Actually, 
to be 


I believe it perfectly feasible to use the 
style 


Anniversary of Gregg Shorthand 





for reporting purposes and at the samé@ 
time to teach the Simplified style to ne¥ 
students. There is basically no differencd 
in the two styles. The older style 
presented by the Anniversary edition cony 
tains more principles of abbreviation ang 
more brief forms, but it is not in essential 
conflict with Simplified. / 

Personally, by reason of my re porting 
experience, I have learned and use in my 
work many special reporting principles | 
abbreviation not found even in the Ann 
versary edition; but, in teaching Greg& 
Shorthand to others who are not particty 
larly interested in reporting, I shoulé 
not think of burdening their minds vit 
more advanced principles or shortcut 
and when they a” 


than necessary. If 
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proach reporting speed and show an 
inclination to practice for reporting pur- 
poses, then and only then is it desirable 
to introduce them to reporting abbrevi- 
ations. 

There is certainly no need for this 
young lady to “change sytems,” as she 
expresses it. I feel that she can very easily 
continue her reporting career on the basis 
of the Anniversary edition and teach 
others who have not her skill in accord- 
ance with the precepts of Simplified. 


Tessie: Here’s a question for Mrs. 
Strony. A secretary in Nebraska writes 
that she was seriously thinking about 
iccepting a promotion that was recently 


MSE 





Oe 45 


offered her until she heard what a difh 

it person to work for the new man is 
Under the circumstances, she wonders if 
you think she might be wise in turning 
down the promotion. 

Srrony: Oh, no, Tessie; that would 
not be the wise thing to do. It is really 
being a “sheep” to adopt another person's 
feeling and opinions about people without 
finding out for yourself! If this is the job 
this young lady really wants, she should 
accept it, with an open mind. If she trys 
her very best to adjust herself to the per- 
son with whom she’ll be working, chances 
are all will go well. 


Tessie: Dr. Lloyd, a secretary in Idaho 
writes as follows: “When I tur back 
the paper in my typewriter to make a 
correction, my original and/or carbon 
copies are quite likely to slide so that they 
no longer line up properly when I am 
ready to resume typing where I left off. 
What can I do to keep my carbon pack 
trom slipping?” 

Lioyp: When this young lady turns 
back the roller, she should use the rachet 
release (on top of the left cylinder knob ), 
not the variable spacer (in the left cylin- 
der knob), to keep the roller from “click- 
ing.” The “clicking” jars the paper and 
is likely to make it slip. She should also 
try this idea whenever she is inserting a 
thick carbon pack. 


Tessie: Here is a letter that calls for 
some legal advice. It’s from a New York 
secretary: and reads as follows: “During 
these cold winter days, a couple of the 
secretaries in my office and I cook soup 
Ca h noon in our lounge. Last week, 
while eating the soup, one of the girls 
cut her lip on a piece of glass that was 
in it. We told the grocer from whom we 
had bought the soup about this and im- 
plied that we might sue him for damages, 
but he claimed that he wasn’t liable and 
that he was ‘only the representative of 
the manufacturer.’ Is he right?” 

Rosenperc: No, Tessie, the grocer is 
hot right. He is actually the one who is 

(Continued on page 318) 








more and more secretaries prefer 
Cabsior to Use 
SsoundScriber 


DICTATING EQUIPMENT 








Winner of Fashion 
Academy Medal 
for beauty of design. 


Exclusive “Television Indexing” makes 

transcription as effortless as glancing into your 

compact. No irritating index strips. No straining to hear 

. . . reception’s bell-clear. No hair-rumpling headbands. And 

SoundScriber saves so much time for you and the Boss. He dic- 

tates when he’s ready, you transcribe to fit your schedule. Both 
of you get more done, faster, with less effort than ever! 

The coupon is your first step toward becoming an even better 

secretary. Mail it today. 


Only SoundScriber Offers You: 












. Automatic On-the-Disc Indexing. 


SoundScriber Corp., Dept. TS-2 


- Two Arm Flexibility. C 
New Haven 4, Conn. 


. Mail-Chute Size Discs. 
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. lightest All-Purpose Machine. Send sample disc and literature. 
only dictation disc 

usable on long playing 
phonographs. 
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Its easy now girls, 
to type special characters ! 


Now Royal brings you a Bonus Key, personalized for the 


: . P 
typing needs of any business—at no extra cost. 





“Magic” Tabulator. a Roval exclusive. 
Without taking vour fingers from the guide- 
key positions, you just r-o-l-l your right 
hand and the carriage moves to the next 
tab position, 


New Time-saver Top, a Roval exclusive. Press 
button ... inside controls all instantly acces- 
sible. ““Touch Control” within easv reach. Easy- 
to-get-at spools for 
ribbon changing. 





carriage tension to 
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Carriage Control. 


feature which lets the secretary suit the 


aaa IE SR turn of the knob does it! 


need to call in 





OW ROYAL brings you an extra key—a 
43rd key on your keyboard—a key that 
you can get with almost any combination 


of marks, characters or signs you want! 


You may want your Bonus Key to be an 
exclamation point—or a division sign and 
an equal sign. For some businesses, it may 


be a paragraph mark and a section sign. 


In fact, it can be almost anything you order! | 


It’s all available and it’s done by Royal 


to make your job easier! Remember: Royals 


have always been built with you, the opera- | 


tor, in mind! There are other you-features 
below. Look them over. Then call your | 
Royal representative for a free office trial. 
Look under “Royal” in the phone book. 





STANDARD « ELECTRIC + PORTABLE « Roytype Business Supplies 


Touch Control’’ are registered trade-marks of Royal Typewriter Company, Inc. 
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to DALE CARNEGIE 


 eeraard Trim, slender Marylin Burke was almost trembling with panic, Her 
index finger shook as it searched for the doorbell. 

“Dont waste vour time trying for that job.” her mother had warned. “Remem- 
ber what happened to you the time that you were secretary to the vice-president 
of that corporation in Boston. You'll freeze up with fright again.” 

But Marylin wanted this job with all her heart. Somehow she managed not to 
freeze up at the interview. True, she stood tensely at first, but she explained to 
America’s best-seller author—Dale Carnegie—that she was ready to start work as 
his private secretary. She understood it would be on a week's trial basis. 

Mr. Carnegie smiled. His voice was soft and reassuring; his manner gentle and 
benign. He told her to take off her hat and start typing up some of his notes. 

That was three years ago, and Marylin is still on the job. There is no doubting 
the fact that Marylin Burke has the most understanding boss a secretary could 
possibly imagine; and their first meeting was sheer magic. 

“You'd have to meet Mr. Carnegie personally to understand,” Marylin explains. 
“It was just the reassuring way that he listened to everything I said and the way 
he told me to start in. He seemed to say: You know that you can do this job, 
Marylin Burke. You have a solid foundation in your secretarial skills and a diploma 
to prove it. What you fear is the unknown; we all do. But I am not going to de- 
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Marylin makes notes while she and Dale Carnegie go over some 
histories she has prepared for use in one of Mr. 
Carnegie’s books. Marylin spends a good portion of her time 


doing this sort of research for her busy author boss. 











One of the first things Marvlin and Shirley do when they arrive in the morn- 
ing is to put on a pot of coffee. By the time it 
has perked, they have cleared up leftover odds 
and ends and can plan the day's work together. 


mand the impossible. I dont expect a iob to be ‘dom 
yesterday. Take heart of your skill in shorthand, type: 


writing, and bookkeeping.” 


FRoM AN EARLY AGE Marylin Burke had been prepar- 
ing for a job like the one she has. As a slim, towheaded 
kid growing up in Medford, Massachusetts, she had 
made up her mind that she would become a secretary 
sometime. Her gifts were definitely literary, and she 
knew that too. 

Marvlin announced to her family one 
day, “Ul become secretary to an author.” 

Upon graduation from Medford High, she enrolled 
in the Brvant and Stratton Commercial School in Bos- 
ton. She finished the two-vear course in sixteen months 
and astonished the teachers there with a typing speed 
that pressed close to LOO words a minute. So impres-] 
sive was her tvping ability, in fact. that in her first job, 
with a restaurant supply corporation, she rose in less 
than three months time from stenographer to secre- 
tary to the vice-president. Fear, however, entered that 
sad to relate—cost her the position. 

“I was scared stiff all the time.” she explains today# 


‘I couldn't do the work because of the terror that held] 


Marylin tried other jobs, not quite so challenging 
but they weren't what she wanted. Then she found the 





' job she had been seeking announced in an employ ment 
Off to lunch goes Marylin at a brisk pace. Marylin is 

a girl who is always in a hurry, perhaps a reason for 
her super-efficiency. Yet. one of the things she likes 
best about her job is working in the suburbs, away 
from the hustle and bustle of the city. 


agency advertisement as “Secretary to an Author.” A 
series of shorthand and typing tests was given at the 


agency. She surpassed all other applicants. A repre 


interviewed Maury lin. The | 
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friendly manner and alert mind of the secretary car- 
ried her through superbly. It wasn’t until she went to 
Mr. Carnegie’s office for her week’s trial that she met 
the author. 

With a laugh Marylin adds, “I had a plan, too! I got 
two of Mr. Carnegie’s books and kept them handy as 
a defense against any possible calling down in the fu- 
ture. If he criticized me, I was going to dangle before 
him How to Win Friends and Influence People or How 
to Stop Worrying and Start Living. So far, it hasn't 
been necessary to use either book.” 


WITH A BOSS LIKE THAT it is little wonder that Mary- 
lin pitched in without tremors. Gradually she caught 
the significance of the work she was doing. She as- 
sumed increasing responsibility and freed her boss for 
more and more creative activity. Today Marylin has 
full charge of the office routine and has her own secre- 
tary, Mrs. Shirley Bina. Marylin not only handles the 
immediate needs of Mr. Carnegie as his personal sec- 
retary and the “gal between” her boss and a compli- 
cated network of educational programs, but she 
watches over his scattered business affairs, including 
a Brangus cattle farm in Missouri. Most interesting 
of all, however, Marylin gives about half her time to 
Mr. Carnegie’s editorial and research problems. 


THE WORKING DAY BEGINS AT NINE and continues until 
five, with an hour for lunch. The workshop is very 
pleasant, with two comfortable offices and a kitchen- 
ette. Upon arrival, the girls put on a pot of coffee and 
line up the busy day’s activities over their cups. 

















While doing research for his book, Lincoln the Unknown, 
Mr. Carnegie acquired one of Lincoln’s chairs, on which 
the author is leaning here, and the bit of Lincoln’s hand- 
writing that is framed with Lincoln’s picture. 


When Mr. Carnegie is in town, he arrives about 10 
a.m. and holds an extended conference with Marylin. 
Manuscripts, appointments, 
from the farm, and numerous odds and ends are 
taken in stride, clearing the way for Mr. Carnegie’s 
writing and editing. Marylin’s boss generally works 
on his writing until about 1 p.m.; then he leaves the 
study to pursue other activities until about 4:30 in the 
afternoon. When Mr. Carnegie is traveling, he does 
his writing on train and shipboard and mails his manu- 
scripts back to Marylin for her to have typed and ready 
for processing on his return. 


correspondence, news 


By late morning, Marylin generally is ready for the 
more creative aspects of her job. Sometimes she ac- 
companies Mr. Carnegie on his interesting rounds, at- 
tending conferences or auditing his lectures. She 
meets top-level executives and distinguished visitors 
from all over the world; for men in all walks of life 
(from Lowell Thomas the news commentator to Gov- 
McKeldin of Maryland) are in- 
debted to Dale Carnegie and his success principles. 


ernor Theodore R. 


Sometimes Marylin is sent out alone to a business con- 
back a 
report of the meeting. Very soon Marylin will even fly 
to Hollywood to work out production problems on a 
series of Dale Carnegie TV films. 


ference to represent her boss and _ bring 


As A RULE, however, Marylin spends her afternoons 
in the office concentrating on research. This work is a 
kind of diamond-mining operation. Through the years, 
Mr. Carnegie has been accumulating huge quantities 
of case histories submitted to him by various persons 
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who have met and solved life’s difficult problems. He 
has also gathered a vast file on principles and prob- 
lems of public speaking. It is Marylin’s job to classify 
this diversified material and make it available for TV 
films, books, newspaper columns, and lectures. When- 
ever Marylin finds a report that can be used for one 
purpose or another, she rewrites it for Mr. Carnegie’s 
attention. She prepares all this material in a uniform 
style, supplying missing details by further research, 
smoothing out the writing, and noting the Carnegie 
principles that she believes are illustrated. Typed in 
triplicate, Marylin’s report can be very speedily han- 
dled by her busy employer. 

Work on the TV films creates the longest chain of 
writing and editing problems for Marylin. After Mr. 
Carnegie approves a case history as especially adapta- 
ble for TV dramatization, Marylin dispatches the 
report to Hollywood with her boss’s directions. A ten- 
tative script is prepared by a professional script writer 
and three copies sent back. Each copy, consisting of 
about sixty pages, is read and judged independently 
by Marylin, Dale, and an associate; and the three 
judgments are compared. Marylin then returns the 
script, together with combinéd recommendations for 
revision and final production. 


PROBABLY THE NICEST PART of Marylin’s job is being 
considered a member of the family by Mr. and Mrs. 
Carnegie. The three years have been delightfully 
punctuated by parties, dinners, and trips to the theater 
with them. Such after-hours activity is on a strictly 
social basis, and even the merest mention of business 
is taboo. Mr. Carnegie insists that his girls work on a 
nine-to-five schedule and emphatically outlaws over- 
time or week-end chores. 

Emergency disruptions to this nine-to-five day have 
occurred, naturally, but so rarely that Marylin isnt 
likely to forget them. Once she waded for an hour and 
a half in Dale’s fish pond, catching elusive gold fish 
with a kitchen strainer. The pond had to be drained, 
and it was Marylin’s task to remove all the fish to pails 
of water—their abode during the draining operation. 

In another pinch, she came to work about an hour 
early and prepared breakfast for Dale and an oil- 
company executive. She caught her breath short the 
afternoon before heard Dale suggest a 
breakfast meeting as the only answer to a schedule 
deadlock and finish with, “My secretary will prepare 
a nice breakfast for us.” 


when she 


Marylin, who had never counted cooking among her 


Marylin checks a doubtful point in a letter 
that Shirley Bina is typing for her. Many let- 
ters that don’t require Mr. Carnegie’s specific 
attention are handled directly by Marylin, 
who dictates the replies to Shirley. 
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talents, got acquainted with the family stove that night. 


She fried ham and eggs and made coffee under her ( 


mother’s direction until she was expert. Not only did 
she produce a culinary masterpiece the next morning, 


but she even took shorthand notes on the conference. | 


“But those men! They were so absorbed in business 
that I am sure they would have eaten the asbestos 
pad under the coffee pot without noticing if I had 
served it to them.” | 





ALTHOUGH MR. CARNEGIE IS FOUNDER and president of | 
the Dale Carnegie Institute, the parent organization 


i 


of the largest and most famous system of public a 


ing courses in the world, with branches in Europe, 
South America, and the Orient, Marylin’s work is only 
indirectly concerned with this activity. She has taken 


the basic and advanced courses and has served as a; 


student organizer and assistant in some course presen- 
tations. She believes that every secretary ought to take 
one of these courses. She flies out to Chicago to attend! 
the Institute Convention once a year. She assists in 
the preparation of course texts. But all these efforts 
are indirect and subservient to her position as Dale's 
private secretary. 


Working for a man whose name is synonymous with 





confident, winning personality is naturally conducive 
to great spiritual and mental growth. | 

“Yet.” savs Marylin. “what I count most valuable | 
of all is the privilege of co-operating daily with a mad 
who puts into successful operation a wonderful motto 
of Abe Lincoln: “May you pluck a thistle and plant a 


flower wherever you feel a flower will grow.’ That's 


Dale Carnegie every minute of the day, every day | 
of the week!” 


i 


| 
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AX YOU THE GIRL with the 
day | 
4 


shining hair, the carefully 
} matched lipstick, the straight seams 
jin her nylons, and the smartest cos- 
‘tume jewelry on her arm? Are 
jyou also the girl who watches her 
“sound effects” as carefully as she 
| gauges her “eye appeal”? 
Sometimes we forget that we are 
all “wired for sound” and that the 
voice is as much a part of the office 
equipment as the telephone and the 
typewriters. It is, indeed, the most 
V4. valuable asset a career girl can 
va 
. 


have. If you are serious about mak- 
ing good, going up the ladder to 
success—both as a business woman 
and as a person—stop, listen, and 
improve your speech. 


JUst AS THE CHARM SCHOOLS begin 
their physical transformation with 
a careful check-up, any speech 
improvement program should start 
with a careful evaluation of what is 
good and what needs improvement. 
A tape recording, made in one of 
the music and record stores, is sure 
to be an enlightening—and hum- 
bling experience. If possible, have a 
| diagnostic interview with a trained 
speech teacher. He will give you 








So, » 
. } 
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not only a diagnosis but a “pre- 
scription” as well. 

Finally, ask yourself these ques- 
tions: 

1. Do I have to repeat remarks 
over the phone or in conversation? 

2. Are mistakes made when I ar- 
range appointments or give direc- 
tions? 

3. When I report to the boss on 
some job he has assigned me, must 
he ask me many questions to elicit 
all the necessary information? 

4. Do visitors to the office smile 
back at my greeting? Do they 
readily confide their business to 
me? Do I send most of them away 
satisfied? 

5. How many people have 
thanked me tor my helpfulness dur- 
ing the last week? 

6. How often have I been able to 
improve the boss’s temper when he 
came in feeling “grouchy”? 

7. Can I remind him of obliga- 
tions, keep him informed about 
names, dates, places, occurrences— 
without irritating him? 

8. Do I find it necessary to tell 
my fellow workers “frankly” how I 
feel about their hats, habits, work, 
opinions? 
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In short, am I using speech ef- 
ficiently to perform its four im- 
portant functions—to communicate 
effectively, to express myself ade- 
quately, to adjust myself harmoni- 
ously to my group, to work efficient- 
ly with others. 

You witt notice that this self- 
evaluation list contains questions of 
three kinds—there are those that 
pertain to attitudes, the skills that 
are basic, and the application of 
those skills to various life situations. 

The attitudes that make for good 
speech are “outgoingness,” self-con- 
fidence, a desire to share with 
others, and a real sympathy and re- 
spect for others. 

The skills of speech include ap- 
propriate posture and good body 
use. The slump, the sprawl, the 
grape-vine twist are as bad for 
voice as they are ugly to see. 

Voice quality is perhaps the most 
important part of your speech 
equipment. It tells more about 
your physical health, your mental 
achievements, your emotional state 
than either appearance or the 
words you say. If you doubt this, 

(Continued on page 318) 
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SPECIAL PROBLEM FOR MACHINE TRANSCRIBERS— 


how to type a 


“Talking Table” 


BY SEYMOUR 


HAT ABOUT TYPING TABLES when they are 

dictated? I can understand how to set up a letter 
when I hear The Voice—but what about tables?” 

That is a comment often heard among office workers 

who are using dictation machines for the first time. 
Relax: There really is no problem involved, for you 
are sure to be given (in your correspondence folder 
a rough draft for any long table and a set of clues 
for typing shorter problems. And, once your table 
is set up, it is much easier to type a table from The 
Voice than from any rough draft! 


SHorT TABLES do occur frequently in ordinary office 
dictation—tables giving information about orders, new 
products, itineraries, working schedules, production 
deadlines, and so on. Most of these are “four by four” 
tables—that is, tables with not more than four columns 
and only four lines or so. Usually The Voice will de- 
scribe the table to you, telling you how many columns 
there are, how many lines there are, the exact wording 
for the heading and column headings. Once you and 
The Voice get to know each other pretty well, The 
Voice may omit this information because, in any office, 
the same kind of tables appear again and again—and 
it is not long before you know that the new table will 
be just like the last one you typed. 


THE WHOLE TRICK of setting up a table lies in picking 
out the key words—the longest entry in each column— 
so that you know how to set up the table. At first, it is 
a good idea to jot down the key word for each column, 
as you listen to The Voice give you the headings and 
first line or two of the table; then, using the backspace- 
centering method, you can quickly set up the table. 
After a while, you will not need to write down the 
key words; as you become familiar with the tables in 
The Voice’s dictation, you will easily remember the key 
words. The accompanying table would be “talked” 
and typed fas follows: 


ROSEN 











AND ADRIENNE FROSCH 
' 
SALES. GOALS IN CHICAGO AREA 
Salesman's Name Territory 1952 1953 
Edward Johnston Evanston $10,500 11,000 
William Lee Northside 18,000 20,500 
Frank Norris Southside 23,000 24 , O00 
Lester Peters Waukegan 23,600 25,000 





Tue Voice: ... and can do much better next year 
Miss Jones, here is a table— 


You, having seen the notation on your machine 
indication slip, aren't surprised. 

Tue Voice: —to be set up in four columns. Therg 
are four lines. The title of the table is, Sales Goals ir 
Chicago Area— 

You drop two lines and center your carriage. Yo 
backspace the transcribing machine and listen to thé 
title again. At the same time, you backspace on thé 





typewriter once for each pair of letters, thus centering 
the title. Now, you type the title, in caps. 
Tue Voice: —The column headings are— ; 
You drop two lines and center the carriage agai 
Tue Voice: —first, Salesman’s Name; second, Tet? 
ritory; third, 1952; and fourth, 1953. : 
You continue listening for the first line of the table) 
in order to pick out the key words. ; 
Tue Voice: Edward Johnston . . . Evanston . . . $10. 
500 . . . $11,000. 
You jot down the key words (later on, you'll get 
the knack of catching these without jotting them 
down): Salesman’s Name . . . Territory . . . $10,500...‘ 
$11,000. Now you. are ready to backspace-center fo! 
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If you have never typed a 

table from dictation, you have a 
pleasant surprise coming to you: 
Once you get the knack, 


it’s the easiest way to doit! 


those key words—allowing. as usual, six spaces between 


the columns. You backspace, from the mid-point of the 


paper: sa...le...sm...an... apostrophe-s .. . 
oe a ae ae oe) ee ee 
$]1...O-comma...50...08...11...comma-O 


_and 00. Then you backspace three times for each 
of the three between-column blank areas: 1-2-3, 1-2-3, 
and 1-2-3. (If you started to backspace from 50, your 
carriage will be at 22. 

You set the margin stop, and then space across the 
page to set the tab stops for the second, third, and 
fourth columns. Now you return the carriage to the 
margin and backspace the dictating machine to hear— 

Tue Voice: First, Salesman’s Name. 

You type that heading, and tabulate to Column 2. 
Tue Voice: Second, Territory. 

You type Territory, and tabulate to Column 3. 

Tue Voice: Third, 1952. 

You remember that 1952 is shorter than $10,500— 
two spaces shorter. You space once, then type 1952, 
and tabulate to Column 4. 

THe Voice: Fourth, 1953 

You remember that 1953 is shorter than $11,000— 
two spaces shorter. You space once, type 1953, and 
draw back the carriage to underscore the headings. 

THe Voice: Edward Johnston ... Evanston .. . 

You, from here on, keep up with The Voice as it 
reads off the entries, column by column and line by 
line. You listen-type-tab, listen-type-tab, on and on un- 
til the table is completed. 


ALONG ABOUT NOW, you are smiling to yourself. At 
last you have found a table that you could easily 
proofread all by yourself—that is, have the table “talk” 
back to you while you read what you have typed. 
To do this. of course. you need only backspace to the 
point on the indication slip where your dictator has 
put a mark to show where the table begins. ( Inciden- 
tally, do proofread your table before you go on with 


your typing or remove the paper. Although it is usually 
easy to type a table that “talks” to you, the best tran- 
scriber can hit the wrong figure-key—and only proof- 
reading will enable you to catch such mistakes. ) 


MANY TABLES are even simpler than the one just de- 
scribed. Very frequently, for example, no column head- 
ings or title will be needed for a table in a letter. 
because the sentence that introduces the table may 
describe very completely what it is about—indeed, 
you are more likely to have a table without headings 
than with headings. 

Many tables will have only two columns, in which 
case it may not be necessary even to backspace to 
center them six spaces apart. You need merely move the 
margin stop in five or ten spaces for the first column, 
then set the carriage five or ten spaces from the right 
margin and “pivot” (backspace from the right ) enough 
spaces for the width of the second column. If the two 
columns turn out to be too far apart, simply fill in the 
blank areas with leaders. If the two columns are too 
close, double up the longest entry (that is, take two 
lines for the item ) in the wider column. 

Another help is the fact that businessmen com- 
monly solve similar problems at the same time. Thus, 
when The Voice is giving you Sales Goals in Chicago 
Area, he probably will give you Sales Goals in New 
York Area next, and then Sales Goals for your Dallas, 
San Francisco, or what-have-you offices. In such a case, 
you can leave your tab stops set from one problem 
to the next—and type your tables without having to 
backspace! 

It is reassuring to know that typing a “talking” table 
is no more difficult than talking a typing table. In 
other words, if the table is so complicated that The 
Voice isn't sure how to describe it to you, he will make 
a rough draft of his table and enclose it in the corre- 
spondence folder that accompanies your transcribing 
disc, cylinder, belt, or wire. 


HERE IS ANOTHER TABLE, just such as might be “talk- 
ing” to you on a transcribing machine. If a dictating 
unit isn't available, have someone read the problem 
aloud to you, and see whether you can set it up and 
type it in four and a half minutes. 

Tue Voice: The title of this table is Advertising 
Budget. Set this up in four columns. There are five 
lines. The column headings are: first, Media; second. 
1952: third, 1953; and fourth, Change. Magazines. . . 
$20,000 . . . $22,500. . . $2,500; Newspapers . . . $12,000 
... $15,000 . . $3,000; Radio... $100,000 . . . $75,000... 
minus $25,000 (be sure to put a minus sign before 
that $25,000); Television . . . $100,000... $150,000... 
$50.000; Totals . . . $232,000 for 1952 . . . $262,500 for 
1953 . . . $30,500 total change. 

A key to the “talking table” you just “listened” to is 
given on page 311. Actually, setting up a “talking table” 
is really typing a very simple kind of unarranged tabu- 
lation such as you did a hundred times in your begin- 
ning tvpewriting course! 
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As told to 
JAMES JOSEPH 


What it’s like to be 
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Plastic Surgeon’s Secretary 





Because of the ethics of the medical profession. the 
name of this popular secretary and her famous surgeon 


boss had to be omitted from this story. 








HE OTHER NOON I overheard a_ personable 
voung lady discussing secretarial job-hunting. 

“IT want a position with a well-established doctor,” 
she said, “none of these struggling young medics for 
me!” 

Somehow I pitied her. For she was passing up one of 
life’s great secretarial adventures: watching and guid- 
ing your surgeon “boss” through his formative medical 
vears until the day he emerges. as mine has—as one of 
the world’s great plastic surgeons. 

I couldn't help recalling that rainy, dreary night 24 
vears ago when, at the suggestion of a friend, I phoned 
a struggling young plastic surgeon in Los Angeles and 
told him I needed a secretarial job. 

He listened to my voice for a few moments—and per- 
haps detected in it some of the resonance that choir 
singing and training at a girl's finishing school had put 
there. At any rate, he asked if I could come right down 
to his office. 

Despite the rain and the late hour, I said “yes,” with- 
out a moment's hesitation. An hour and 15 miles and 
four streetcar transfers later | arrived at his office. 

| admitted I was only a fair typist (65 words a min- 
ute); that my shorthand was rusty and that medically, 
I didn't know a facial muscle from a nasal duct. But I 
volunteered to work three weeks without salary to 
prove both to myself and to him that I could be a 
surgeon's secretary. Three weeks (at no salary) have 
stretched into 24 years; until today, as his executive 
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secretary and office administrator, my salary is ex- 
tremely high—my personal satisfaction immeasurable. 

Twenty-four years a long time in the same office? 
No, not when you consider that I actually became a 
working partner in a fascinating career. 

A medical secretary's job—especially when it con- 
cerns a plastic surgeon—is unlike any other. 

Yesterday, after almost a year’s correspondence with 
a famous television star in New York, I received a tele- 
gram that the patient, under an assumed name, would 
arrive in Los Angeles to have her nose remodeled. | 
arranged for her hotel. I called the airport, reserved 


a car for her. When she walks into our waiting room | 


next week, I won't address her by name—not even by 
the assumed one she telegraphed me she will be using. 
Il greet her simply with, “Hello, and how are you 
today?” 

When I close the door of my private office, we'll 
begin our first chat—an informal kind of interview. As 
always, I'll play the hostess. It will be one of four or 


five such talks that consume at least half of my 9 to 5, | 


five-day-a-week work day. We'll discuss her problem— 
intimately. I'll explain exactly what the operation in- 
volves—down to general details of surgery—for I've 
stood by in sterile white gown and mask while my boss 
performed almost every operation in plastic surgery. 
That's part of my job—describing the patient’s opera- 
tion in strictly lay terms. 

Our discussion—which may last an hour—lays bare 
the patient's psychological and physiological reasons 
for wanting or needing plastic surgery. (I remember, 
during my first year, how my boss listened in on these 
interviews through an open transom! ) 
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All matters of our office are extremely delicate, for | 
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| they deal not only with physical surgery—but with psy- 
Sapte A boy with very large ears may be brought in 
by his mother; a cleft-lipped patient may be the next 
(caller. Or perhaps an accident victim, terribly scarred 
: and deformed. Or maybe a vain young woman—a sec- 
retary, model, or just plain housewife—whose already 
beautiful nose doesn't please her for some reason, My 
job is to evaluate each case and write up my appraisal, 
based on the problem and need. There is also the mat- 
ter of fees. Almost always I set them. 

This first interview must build patient-doctor confi- 
dence—even before the two have met. Precisely, | 
condition the patient to lay his problems before the 
surgeon, while at the same time removing all non- 
medical matters from my boss’s shoulders. 

When the interview is over, I step briefly into the 
’ surgeon’s office. In a few sentences I outline the case. 
Then I introduce him to the patient, and retire to my 
| office to write up my report. When the surgeon and the 
patient are finished, I'm handed the surgeon’s prelim- 
inary diagnosis—what can be done, and whether the 
case actually would benefit from surgery. I type this 
report, like my own interview. 





\r MY DEsK—this time in the waiting room—I open the 


; } morning’s mail and answer each letter. If a purely ad- 
bid | ministrative matter, | often answer without consulting 
acall the surgeon. If a medical matter, he transcribes his 
| reply for my later typing. 


~ 


"a \ly administrative letters are personal and friendly. 
- The average cold, business form-letter has no place in 
the relationship between surgeon, his executive secre- 
tary, and patient. | make these letters as cordial and 


simple as possible. Needless to say, | work with a med- 


vith 
ele- |. ft 

ical dictionary at my finger tips. 
yuld 


d. | 


More often than not, if a young secretary or a model 


A RENE Ee oH 


writes asking about surgery on a_ not-too-beautiful 


ved 
som 4 20se: | begin with. 

\ by | “Dear Mary... . My, but your letter was interesting, 
sa ' and I can well understand your concern over the physi- 
vou 4c condition that seems to be keeping you from a 
: } better job. 

vellf “lL showed your letter to Dr.——— and he had this 

\s to sav, remembering of course that nothing definite 

S ad can be decided without a thorough examination.” 

10 54 Then I quote a few paragraphs of the surgeon’s 


POpinion as expressed to me. After that, I explain the 
m— ! 
_ _ nature of the operation, the time required for recovery 

) in- ' 


Ive the fees. ete. Lastly, I close with something like, “If 
VE Band when you decide to visit Los Angeles to discuss 
your problem with Dr.———. it will be nice to meet 
you personally.” and sign the letter as the surgeon's 


executive secretary. 


boss 


s 


sey: 


yeTa- 


PEF 


Why so informal a letter? Simply because we are 


- 


hare § 


dealing with a problem that no doubt has borne heav- 
sons 


ily upon the patient’s mind. She needs help—perhaps 
iber, 


both through some sort of surgery and through wise 
1ese . 


Cx 
unseling, 





The following case illustrates what I mean by ex- 


tre) | 


_ for 
xindness, tact, and human understanding being 
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part and parcel of my job as a plastic surgeon’s execu- 
tive secretary. 

A Mrs. X, whose husband had deserted her, decided 
she needed surgery “to remake myself into a young 
person.” 

“Mrs. X.” I said as kindly as possible, “a surgeon can 
remove the age lines and_the frown that you say is the 
reason your husband left you for a younger woman. 
But no surgeon can put the light of life, love, and en- 
thusiasm into your eyes. Without these, regardless of 
surgery, you would not appear the youthful person 
you so much wish to be.” 

Yes, there are many heartbreaks in my job. 

Throughout the day, I may be typing voluminous 
correspondence that my boss—who speaks and writes 
about half a dozen languages—carries on with special- 
ists throughout the world. I type his letters and clini- 
cal research papers in German, French, and Spanish 
on our electric typewriter set up with keys to punctuate 
each of these languages. It is, to my knowledge, the 
only typewriter of its kind in Los Angeles. Luckily, | 
dont need to know the languages I’m typing. I merely 
copy my boss's written manuscripts. 

At day's end, the surgeon, his surgical nurse, and | 
meet for fifteen to thirty minutes to discuss and review 
the cases that have come into the office. It is then that 
the surgeon and his nurse—with my assistance —~decide 
from a medical viewpoint what can be done in each 
case, and whether he will take the case under con- 


sideration. 


BUT MY DUTIES as an executive secretary to a famous 
surgeon do not end there. Before a patient goes to the 
hospital, I meet with her (or him) again. This final 
briefing may concern how the patient can return to 
normal life after the operation without her friends be- 
ing aware of her straightened nose—for good surgery 
never calls attention to itself. Still, friends will notice a 
change. I suggest that she wear earrings and restyle 
her hair before venturing out in public, among her 
friends. If she does that, her friends, though noticing 
that something is changed, will exclaim, “How differ- 
ent you look with your new hair style!” They 1l never 
notice the new shape of her nose—probably will never 
realize she had plastic surgery. 

From the very moment you become a medical sec- 
retarv, you are bound almost as tightly to the ethical 
concepts of the medical profession as your boss. You 
never—under any circumstances—mention in public for 
whom you're working. You never allow your name to 
be coupled with his in newspaper society notices. Pa- 
tients’ names are strictly confidential, even when the 
patient is a good-looking male star or a famous soprano. 
Sure, your girl friends keep asking, “Did you meet so- 
and-so? I hear she had her eyebrows fixed.” You just 
laugh—and talk about something else. A medical sec- 
retary in the office of a young surgeon isn’t doing her 
job if she doesn't present him so that others will admire 
and have confidence in him. 


(Continued on page 311) 
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l. The “Files-Go-Along” 


Shirley Goodwin opening the mail. 


system starts with 


You File This Way 


Ina small branch office 


BY MARTHE GROSS 


F YOU were one of the three secretaries working in 

the small but very modern district office of a na- 
tional engineering company like the one we visited, 
filing would be a simple and pleasant part of your 
general work. 

That isn’t to say it would be unimportant. Finding 
the right quotation at the right time—the price made 
to a big shipbuilder, for instance—takes brains and 
system. The system is concentrated, however, in a 
very few drawers; so it is easy for everyone in the office 
to find what he wants in a matter of minutes. 

This district office in downtown New York is typical. 
If one of the three engineers there wants to check on 
blueprints, let’s say, or to hunt up an installation date 
at a time when the secretaries are busy, he simply 
walks a few steps to the files and pulls out the right 
folder to get all the information he needs. 

Even the boss, Mr. William Johnson, “helps himself” 





She 








8 i 


if Shirley Goodwin, his secretary, is on the phone or 
out to lunch. “—and it’s practically painless,” he de 
clares. 


“You know how most men are when it comes t 





smiling, “Im 


files—all 


no exception; but we happen to have new equipment] 


handling thumbs,” he says, 
alphabetic with a color system—so even I know that the] 
orange labels go behind the orange divider card. 
The “orange label” and “orange divider card” in 
this office is part of Remington Rand’s “Variadex” sys-J 
tem, which Mr. Johnson installed recently when hej 
came from Milwaukee to manage the New York office-§ 
One other change ordered by the new boss when§ 
he transferred from the Midwest involves the files. 
It is a system he put to good use when he worked at 
Milwaukee, the home office of this large corporation 
with its huge foundry turning out parts small enough 
to hold in your palm or large enough to power aaj 





ocean liner. 
As an executive dealing with thousands of details, 
he came to realize how vital it is to have complete} 
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3. Both 





letter and file go to the 


person who will answer the letter. 


1. Shirley has both letter and file 


to check any transcription puzzles. 


information on his desk to study before answering a 
letter. 

“Too many people sit down to answer correspond- 
ence when they know only half the facts,” he explains. 
“They trust their memory. Yet even an engineer can't 
remember everything about a particular job.” 


THE sOLUTION is a routine practiced by everyone 
in the New York office. It might be called the “Files- 
Go-Along” It works illustrates 


so clearly how important files are in a small office 


system. so well and 
that Topay’s Secretary photographed it in the picture 
sequence above. 

Using this system, files go to work almost as early 
in the day as the secretaries and stay in the main- 
stream of traffic until the last light switch is flicked out 
at night. 

The day starts (1) with Shirley Goodwin or the 
other two secretaries (Lillian Halliday and Lillian 
Busby ) opening mail. A letter from the American Con- 
veyor Company is one of those that will go to an en- 
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5. Signed letters go in the Out box: 
folders will be returned to the file. 


gineer for answering, so the girl automatically takes it 
to the file cabinets (2) and finds the American Convey- 
or Company folder with pertinent information. 

The folder—with letter attached—next goes to the 
boss for reading. This letter, he decides, can be an- 
swered best by Mr. Morris. Shirley Goodwin, accord- 
ingly, takes the letter—and file—to Mr. Morris. He 
reads it and studies the file; finally, (3) at dictation 
time, he is ready to dictate an answer with all the 
facts in mind. 


NEX1 


ers desk 


STOP FOR LETTER AND FOLDER is the transcrib- 
(4). With both beside her, she can check 
back on any point that may be puzzling. 

When the letter is finished and ready for signing, 
both letter and folder go to Mr. Morris. He reads and 
signs the letter and puts it in his Outgoing Mail box, 
separating it finally from the file, which (5) will be 
picked up the last thing that evening for return to the 
cabinet. The folder contains the carbon of the new 
letter and both will be filed together. 


e February, 1953 293 
































BY KATHERINE D. EASON 


MONDAY MORNING / /2 —_~ ” J6% 


. rg eal 
of Oe Bit 
one tl OPO Lis _ 
4-7 Ce 64 <- 


WN 


i == G > “Eighth floor, 
Miss." - Cot 








TODAY'S SECRETARY 





— 
lustrated by JOHN PETERSON — 


| Z 


(\ 


72 UW Ze pre ea S\% 
Pet LO mi wiz 
Ar i we (2 + f- 
ir az, cu? o anal 

Ctx a 
to 2 oe oe” 
vive, 4 Sas)” 


Sess? 


72 


~~ ff 


o> 
Cum a ee 
jis “4 are - a 


1 a aan 
Fl Be ae 


¢ February, 1953 





|o— ON ee te 
J24 © Rn, Ce Wie 
| OF vag PO 2D & aby’ wl Ss 
| a Or,y, A rude voice exclaimed, 
cis Bi IF Bet ge 


sig a - —- ow Oo =z | 








oy as Cut : a 
~ Ss ; 
Co on fr ‘ie ee 
73 a? n> Os nee 
ih. oY ~~ ” ~ FQ | 
jc a oni a aa | 
Ja Arm Cae 
- -M 4 £%. £2 | 
|? - e- ? e TY a | 
: » 
mie CO or ne fi 
74> ZY & i ay CG 
oe} e~- OG a al a rg 
Dy ces Aad ai. Seige a 
)) 4, -_ oe ae 
2x 








TODAY'S SECRETARY 


~ 
4°72 “— > Miss Collins was beckoning 


G 


c 
“"? © » ht Gl a et 





> A— . “2 #° ee ow if 


SP" -2* QJ 


2 9— fT aA 2 
<n ne 


a Te pir Ss 


Sally found that Mr. Hall's dictation e/ 
Pe Ae ee ee 4, 
free vs op FL, 2— 
Peer 
AD. PPh ison 
me ag Pie Spe 
Cte: et Sl ae 
C4 mrs or IO ZW & 
rs Pitt le. ine wth 
4 > ey 


—_ 


AA <0 C Pom of tp unt 


© February, 1955 295 








\ 
‘\ 
\ 
‘ 
\ 


ee oS ad Oo _- f2 —_— yy. 


Ptr” a (4:30 CT: | 
= 


At three-thirty, 
cel Oe a c. 


(fr * £ git. 


es ——— 


Sx” 

eee ee AE es | 
we OF ay! J FT ww 
1? “aie —2_s —~- wt ey 
_y ‘O= g nate 


Yo” o— — —owror 
4 AP 7 ee i 
ee ee ee 


296 








TODAY'S SECRETARY ¢ 


ea > 


a Be 


February, 1953 








rr 


™’ 
rete iC A 


? 


Gs 
ay 


Here's real typing art! Joan 
Groesbeck turned in_ this 
specimen for her Junior 
OAT last October. Joan, an 
othce worker. used an Ex- 
Model IBM. type- 


writer. the kind with pro- 


ecutive 


portional spacing—which is 


why the poem looks printed. 





October gave a party. 
The leaves by hundreds came-- 
The Chestnuts, Oaks, and Maples, 
And leaves of every name. 


The sunshine spread a carpet, 
And everything was grand; 
Miss Weather led the dancing, 
Professor Wind the band. 


The Chestnuts came in yellow, 
The Oaks in crimson dress, 
The lovely Misses Maple 
In scarlet looked their best. 





OCTOBER'S PARTY 


All balanced to their partners 
And gaily fluttered by; 

The sight was like a rainbow 
New fallen from the sky. 


Then in the rustic hollow 
At hide-and-seek they playeds 
The party closed at sundown, 
But everybody stayed. 


Professor Wind played louder; 
They flew along the ground, 
And then the party ended 
In jolly "hands around." 


--George Cooper 





Are You a Miss (or Mr.) Type-Right? 


BY FLORENCE 


F YOU ARE AIMING for a Type- 

Right title (worth more to a 
secretary than any Miss Doughnut 
or King Pickle title ), youll want to 
become a member of the Order of 
Artistic Typists. By working on the 
tests for the OAT, youll achieve 
the skill that will rate you a Type- 
Right title. 

[It isn't often that we are priv- 
ileged to reproduce such a fine typ- 
ing specimen as the one shown 
here, submitted by Joan Groesbeck 
for the Junior OAT Membership 
awards. Miss Groesbeck is certain- 
ly worthy of a Miss Type-Right 
title. She also submitted a beautiful 
specimen for the Senior OAT Mem- 
bership award, but space does not 
permit our reproducing both. 

Joan is a professional typist. She 
knows the value of putting neat, ac- 
Curate, and attractive copy on her 
boss’s desk. 


ELAINE ULRICH, 


Director 


EACH MONTH this department pro- 
vides a practical typing problem to 
be set up and typed for Member- 
ship in the Order of Artistic Typists. 
So far this year we have provided 
problems in tabulation, manuscript 
arrangement, rough drafts, and 
business letters complete with en- 
velopes—to test the skill of senior 
typists. Junior typists have had the 
opportunity of setting up short let- 
ters, straight copy, and copy that 
included a limited amount of tabu- 
lation on which to earn our OAT 
awards. 

Why don’t you strive to earn the 
Junior or Senior OAT certificate 
and/or pin this month, if you have 
not already done so, by taking the 
test on page 314? 


THE SUPERVISOR of the transcribing 
department of an Indiana Farm 
Bureau recently wrote us: 
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Gregg Awards 


“For some time, we have been 
considering giving typing tests to 
our stenographers, secretaries, and 
typists. 

“We understand that you have 
material to be used in giving typ- 
ing tests. Will you please send us 
some samples? ...” 

Many business firms throughout 
the country are making regular use 
of the typing tests published in this 
department, both for checking new 
employees and for training their 
other typists to a higher degree of 
proficiency. You will find that these 
tests will help you achieve the skill 
you desire—will make you a Type- 
Righter, too. 


A SECRETARY, after a year in busi- 
ness, wrote: 

“Every secretary, stenographer, 
and typist should take your OAT 
Tests every month! I have been 
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typing the problems in Topay’'s 
SecrETARY for the past two years- 
my last year in high school and all 
this year—and I attribute my recent 
wonderful promotion ( to secretary 
to one of our vice-presidents) to 
the help I receive from the articles 
in Topay’s SECRETARY and to taking 
the OAT Tests each month. 

“LT have learned something new 
from each test! | have been made 
conscious of the commercial value 
of a good piece of typing. In fact, 
my present employer said, when he 
interviewed me, that his decision to 
hire me was based on the attractive 
copy that 1 presented to him. 

“IT fully enjoy your department, 
and my friends and I have great 
fun taking the tests each month.” 


TYPING FLUENTLY and accurately 
on straight copy is not enough to 
win that position higher up. You 
must turn out attractive, attention- 
getting typescripts; and there is no 
better supplemental training to be 
had than that provided by ow 
O A T Tests each month. 

Don't neglect the artistic side of 
typing. While practicing the Com- 
petent Typist Tests for typing 
speed, strive for even touch and 
good margins. When transcribing 
your shorthand notes, develop a 
consciousness of attractive place- 
ment. Be original in setting up a let- 
ter. There are many different styles 
possible. 

Thumb through your typing and 
secretarial textbooks and choose the 
arrangements for both short and 
long letters that please you. Adopt 
the style you like best and develop 
as much skill as possible in setting 
up your transcripts accordingly. 


Ir YOU ARE TRAINING to become a 
secretary, you will want to take all 
the tests provided here each month. 
You will want to be able to show a 
prospective employer the beautiful 
blue velvet-toned Awards Album. 
filled with certificates testifving vou 
have passed the Junior and Senior 
OAT Tests, the Junior and Mem- 
bership OG A Tests, the Competent 
Typist Tests, the Complete Theory 
Tests, and the various shorthand 
speed tests. Now is the time to 
buckle down to earning these certifi- 
cates and pins! 





See pages 312. 313, and 314 for CT. 
Transcription, and OAT tests 
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Material for OGA Tests 


All clubs of test papers should be ace 
and assure accuracy in making out 
CT, and OGA awards until the 1 


ompank d by a 
certificates. February copy is good as 
»t of the March, 


typewritten list of names to expedite checking 
membre rship tests for OAT 


1953. ivxste 


Junior OGA Test 


Se 7 * 


oP ek" aw 


Pe al a a i 


a a: é- # 


ae ae - St a 2 i 
Rus" > e Lo J oe gl 
Oe GF Mat Peay > 


Fo 


G 


q 


INSTRUCTIONS: Copy the tests here 
in vour best style of shorthand. trying 
to make 
possible like our expert penman’s notes 


your notes look as nearly as 


above. The tests may be written in one 
or in two columns. on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper helps keep 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 


your writing 
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that they have developed a good practical 
style of penmanship that will assure ae 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes: (2! 
the formation of the 
proper 


characters as to 
curve, slant, and joining: and 
(3) the correctness of proportions mait 
tained throughout the specimen sub 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing paper 
which detailed criticism of | the 
fault. of style noted by the examinef 


gives 
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words 


Just Teasers 


BY E. LILLIAN HUTCHINSON 





TICKLISH ENDINGS 
How is each of the following words spelled when 
the ending shown is added to it? 


3 bag- age 

2. acknowledge+ment 
3. use+ing 

4. profit+ed 

5. guide+ance 

6. arrange+ment 

/. true+ly 

8. transfer+ed 


9. nine+th 


10. confirm + ing 





\PLAGUING PLURALS 


[Can you spell the plurals of these words? 


A oC 





l. witness 
2. century 


3. journey 


4. piano 
5. 1950 
6. toot 


(. tomato 
8. lb. 
9. assets 


10. analysis 





PESKY POSSESSIVES 


Which of these possessive forms are incorrect? 


1. a mechanic's mistake 

2. misse’s sizes 

3. childrens’ entertainment 

4. five customers’ complaints 

5. it’s color 

6. severai dollars worth 

7. the secretary-treasurer’s report 
S. Dick's, the office boy’s, desk 
9. anybody's else word 


10. Edith and John’s house 





l. (a) 








MATCHUPS 
Each of the similar words in line a has its own 


shade of meaning. Choose from these the word 
that most accurately fits each word in line b. 





WHICH PREPOSITION? 


In the following sentences. which of the prepo- 


sitions enclosed in the parentheses would you 


choose? 


beautiful, exquisite, handsome 1. She just stepped (in, into) the room. 
b) came ‘ - 
a 2. The sandwiches are to be divided equally (among, 
2. (a) attractive, picturesque, pretty between ) the two boys. 
b) dress, window display, garden 3. You will find the key to the file (inside of, inside ) 
) 63. (a) busy, diligent, industrious the desk. 
: (b) student, habits, housewife 1. This stationery is different (than, from) any other 
' . 
§ 4. (a) to give, to confer, to grant we have used. 
b) a birthday gift, a degree, a request 5. Mr. Owen is (to, at) a sales conference, 
5. (a) to annihilate, to raze, to dismantle 6. Don't wait (on, for) me more than ten minutes. 
i ‘ , ‘ - 
: } building to make way for a school, a room, 7. I received a letter identical (with, to) the one you 
the enemy received. 
3. (a) postpone, defer, procrastinat« : 8. He bought a TV set (from, off) Tom. 
b) the engagement indefinitely, the meeting until re 
Fuiiew tenes dew to den 9. The papers fell (in back of, behind) the file cabinet. 
7. (a) anticipate, expect, hope 10. Barnes & Company is having a sale (on, of) 
r (b) to leave soon, to receive a higher salary, the sweaters this week. 
pleasure of seeing you Key to teasers on page 316 
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Medieal Terms In Ce Um. 


=. 


abdominal 
absorbent gland 


acid cell > al 
acromegaly a on 
— 
adenalgia oO 7 
adenoidectomy oO oe 
a 
adipose duct ia iz, 
aorta CG? 
apnea ( P 
a] 
= <D 
appendectomy re 


arterial gland 


autopsy 


bacteriolegical examination 


benign tumor ( 

oY - 
bicarbonate of soda ih 
bichloride of mercury ¢ ee <a 
blood count : 
blood aland Ox ——— 
blood vessels . 
bone cell ¥ ra 
bronchial 


calcification 


carcinoma 


cardiac glands 


cardiographic 
cardioneurosis 


cardiovascular 


carminative 


carotid gland 
cataract 


catgut 
celialgia 


celiorrhaphy 
celiotomy 


cephalic vein 
cerebellum 


cerebral 
cholera 

ne 
cirrhosis 


by 


i 


\ a am a 


clonic spasm 


compound fracture 
concussion of the brain 


conglomerate gland 
corneal 


corneal cell 


ee 
Og a 


corpuscular 


cylindric cell 
cystic tumor 


debility 
dementia precox 
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dentin cell i 
dermatosis rd 2 


dermoid tumor 
desmoid tumor 


diagnosis ve 


ae 
dicrotic Ps F 
dilatation < 
dyspnea ,, 

A am 
elephantiasis _ DY 


emissary vein 


endocarditis a 


oy 


engorgement i a 
, 
enzyme —- ia —o} 
epidermic cells  «£ 
2 
epidermis 
v=) 
epiglottis ae 4 
eructation eo 
erysipelas e, 
b , 
at 
esophagus ? . 


eustachian 


false tumor 
fiber cell 


filiform 


ox 

formaldehyde Ps Yo es 

wees 
frontal veins a “i 
ganglion a a 
angrene ane 
gang a, 
gastralgia ae’ J 

—_— 
gastrostomy 2—~ 
genupectoral 
gnathic ee de 


guttural duct 
hemmorrhage oo 
hypodermic injection / 
ichthyosis ov? 
infraclavicular cof 


inoperable 
insufflation 


insulin 


intercricothyrotomy AE A astalgio 


intermittent fever -~ 67 


inunction of mercury az_e 


iridectomy ov 
iridotomy we 
ischemia 32> 


jugular vein 


knee-chest 
lacrimal duct 


Pa 
Le 


laporectomy 
laparotomy 


laudanum 


lithotome 


ae. 


locomotor ataxia a 
ame 
macrocephalic Z. 
eee 
—o 
macrocornea KC" 
macrocy st unis cH 
—oO 


macrognathia 


oOo 
macrophage 7 
—w~ 


macrosis f 
medion vein ind 5 


medulla oblongata se ( 


meso-append ix 


mandible 


microcephalus 


miliary gland 


mitral stenosis 

moribound condition -—c 4 

morphology —<, ZA 
,  —— 


myalgia —— - 
myasthenia_ @o/ 


myoma —@wUuv CTC 
myorrhaphy a 
myotomy —_—s 


nasal duct 


nasopharyngeal 
nephralgia 


2 
E 
hx, 


—_ . 
neuroglia is of 
= ——— 


neurog|iar 


nephrostomy 
nephrotomy 


ag ee 
rode sia 
ae 
nodule i 
nosology 


; a 


, 
net 


re 


nux vomica 


olfactory cells 


ophthalmia 
ophthalmiatrics 


orthopedic 


“ 
nt 


ostectomy 

otalgia ane i 
otectomy —. 
otiatrics oe 
palatal és 
pampiniform 


So 


ncreatic Loe 
ae 


paranoia af 

G 
paratyphoid 
parotid ky 
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patellar reflex , ey a 
pediatrics Pe) 
pemphigoid ees 
phlebalgia 


phlebectomy 
phleborraphy 


phlebotomy 
Pituitary 


pleural cavity 
Pneumococcus 


polypnea 


post mortem 
examination 


probang 
Pruritus 


pustule 
pyloric glands 


pyonephritis 
radial vein 


red blood cells 
rigor mortis 


salivation 
scar tissue 


sclerotomy 
serous 


serpiginous 


small pox ier 4 
Spastic ZB. 
splenalgia 


splenic tumor 
splenic vein 


s plenorraphy 
strabismus 


4 
Suppuration 7 
torsectomy 


taste cells 
tegmental cells 


eae 






thoracalgia 
thoracostomy 


tonsillectomy 
tonsillotomy 


trachealgia 
tracheostomy 


transition tumor 
turgescence 


ulnar vein 

vaso-motor 

venomotor 
volar 


white blood cells 
white blood corpuscles 








We like the fabrics that let you take it easy, and 
this pretty coatdress by Leslie Fay is made of a 
specially processed rayon crepe to do just that. It 
will resist wrinkles through a week of work days 
or a bevy of parties. And you'll find its simple 
stvle and sparkling diamond print just as adapt- 
able to your busy office as to social life. Designed 
for girls five-foot five and under, it comes in brief 
sizes 10 to 20, and costs $22.95. At Lord & 
Tavlor’s. New York; Hutzler Bros., Baltimore 








pretty asa 


VALENTINE 


Youll be pretty as the most special valentine, in these 





new fashions that foretell spring. There are dresses in 
lighter fabrics, slick suits and soft nylon blouses to go 
with them. All are designed for the girl who is going 


places—the girl the boss will keep his eye on. 








Wh) 


—— 


A wrinkle-less, worry-less outfit is this 
Joselli suit in a new Dacron and wool fabric. 
The jacket has clever voke tab detail, 

and a kick pleat in back lends ease to the 
slim skirt. In gray or beige, with an 
interesting white fleck: sizes 10 to 18, 

about $50. At Saks Fifth Avenue, New York 


and Beverly Hills: Famous Barr, St. Louis. 


Another interesting fabric—a Julliard 
worsted with a silk slub to create an interest- 
ing texture in this stylish Jaunty Junior 

suit. You ll like its smart shawl collar and 
tab trim with dressy rhinestone buttons 

In blue, pink, gray. red, or brown: sizes 

7 to 15: $59.95. At John Wanamaker’s, New 
York: Morris B. Sachs, Chicago: Chapman’s, 
Milwaukee: Jenny's. Cincinnati. 
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One for work, one for dates. The tucked nylon sheet 
blouse with stitched lily collar comes in pink. 

vray, maize, aqua, or white at $6, For dates, choose 
white nylon tricot dramatized with gold or silver 
lame collar and cuffs and matching embroidered 
leaves on bodice. In blue and white with silver. or 
white with gold at 88. Both in sizes 32 to 38. Both 
by Judy Bond at Marshall Field's, Chicago. 





Gav tic-tac-toe inspired print taffeta designed by 
Jonathan Logan. with cleverly detailed kerchief 
tie at neck, black button trim on bodice, and tab 
cuffs to match patent belt. Black print on gold, 
coral, beige, blue: sizes 7 to 15: $14.95, At 

J. L. Hudson, Detroit: Stewart's, Baltimore. 


Wonderful, washable shirtwaist with a switch is this 
casual bv Majestic: the switch being the stylish 
cluster of pleats in the flared skirt and the new silk 


and orlon fabric. In steel gray, royal, taupe. sky blue, 


gold, pink: sizes 10 to 20: $29.95. At Gimbel’s, 


Philadelphia; The Emporium, San Francisco. 
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Start today to protect that precious skin of yours. 


No matter how tired vou are. take a few minutes 
to cream-wash away the daily collection of dirt and 
follow with soap and water or a second cleansing. 


NOT EXACTLY PRETTY. 


HAT GIRL YOU MEET in the elevator every 

time you're early—she isn’t pretty exactly, but she 
does have a bright, clear complexion that seems to 
make her whole face glow. You’ve heard that she’s the 
private secretary of one of the bigwigs upstairs, and 
you can easily see why. She’s a “smart cookie,” all right, 
and she is aware that complexion care is just one of 
the details that can turn a so-so girl into an especially 
attractive one. 


WE'RE ALL BORN with beautiful complexions, but the 
irony of it is that as babies we're too young to appre- 
ciate this. You know all too well the damage you've 
let your complexion in for during the ensuing years. 
But, if your complexion isn’t all you would like it to 
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\fter cream-cleansing. always finish off with skin 
freshener. Not only will it remove every last 
vestige of dirt and cream. but it will also leave 
your skin feeling clean. fresh, and dewy. 


The girl with the soft, clear complexion 











always rates a second glance. Do you?) 


| 
| 


be now, it’s not beyond a bit of will power to develop} 
a pretty, and possibly perfect, complexion. Why noty 
resolve to watch your diet, perk up your circulation] 
with some regular exercise, and get enough rest—all s 
very important for a healthy complexion. Then, makeJ 
sure you protect your skin from further damage bye 


adopting a thorough program of skin care. 


SKIN CARE always starts with cleanliness. The dirt tha! 
lands on your skin is the arch villain that, when ne 
completely removed, causes blemishes, blackheads 
and enlarged pores. Make it a rule to give your face? 





thorough twice-a-day cleansing with face cream or Ong 
of the liquid cleansers: Then follow up with a soap 
and-water washing or, if your skin is dry, with a se] 
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Bothered by blemishes? You can hide those worrisome 


blemishes under the healing. soothing cover-up 
of a medicated lotion that will let you face the 
world again with a confident 


and pretty—smile. 


BUT...! 


BY HELEN WHITCOMB 


ond cream-cleansing and a once-over with skin fresh- 
ener. If, when you don’t use soap and water, you miss 
the refreshing “clean” feeling, try this treatment: After 
your first cream-cleansing, place a dab of cream on 
cotton moistened with skin freshener. “Wash” your 
face with this, and follow with just skin freshener. We 
guarantee you'll feel clean. 

Skin freshener is a very important final step in your 
cleansing-cream cleanup because it removes every last 
vestige of dirt and cream that you can never wipe off 
With your tissues. If even the slightest film of cream 
remains on your face, you're just inviting more trouble, 
you know. This film will act like flypaper to attract and 
hold every speck of soot and dirt. And here’s a tip for 
Setting the most out of your skin lotion. Wet your cot- 
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ton with cold water before you douse it with skin 
lotion. Then the lotion will remain on top of the cotton, 
rather than being wasted by soaking into the pad. If 
your skin is sluggish or overly oily, you will want to use 
an astringent-type skin lotion. 

Dry skins may need a little lubricating cream. A bit 
patted on to do its work overnight—or while you take 
your bath, if you prefer—will help rid your skin of any 
dry flakiness. Try a creamy foundation to help guard 
your delicate skin from chapping winds and dry office 
air during the day. 

If your problem is oily skin, a problem that bothers 
many young girls, more frequent washings are @ Dig 
help. To avoid adding to the oily condition of your skin, 
you will want to use light nongreasy cosmetics. Oily 
skin is often plagued by blemishes because of the dirt 
this excess oil attracts. A hands-off policy is the rule, 
no matter how much you would like to squeeze that 
blackhead or pimple. You'll find one of the cleansing- 
grain preparations will do a much safer and better job. 
There are also many good medicated creams and 
lotions that make quick work of pimples for you. 


PerHAPs your skin is clear enough—you watch your 
diet and your skin is neither too dry nor too oily—but 
you feel it just isn’t as bright and glowing as it should 
be. The cause may be that your skin is a bit sluggish 
and needs some pepping up. One of the circulation- 
stimulation mask preparations will turn you out pretty 
and pink. But, for best and least expensive results, try 
this treatment each night: Take two washcloths. Put 
one in hot, hot water and then press it against your face 
for a few seconds. Meantime, place the other washcloth 
under the coldwater tap and then exchange this for the 
hot cloth. Continue alternating with hot and cold cloths 
about five or six times. You'll love the tingle you will 
feel in your skin and the healthy glow that results 
from the increased circulation. 

Then consult an expert cosmetician and let her pre- 
scribe a more flattering shade of foundation and pow- 
der for you. The ones you bought last summer to tone 
down a too-healthy tan may now be making you look 
as if youre suffering from yellow jaundice. 


Ir TAKEs a bit of doing to improve a bad complexion. 
If you have serious trouble, seek a doctor's advice. 
But, no matter what effort and will power are needed 
to develop a good complexion, it’s well worth it. At 
first glance, beauty is only skin deep. Make yours 
worth a second glance! 
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Im \ Patterned for 
today’s secretary 


Send 35c¢ in coins for each pattern to: Today's Secretary, 
215 Pattern Dept., 243 West 17 Street, New York 11, N.Y. 
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9271 
SIZES 
12—20 





927]—Here’s a smart casual with a deep yoke and paneled 
hipline that looks pretty in wool, faille. or almost any ma- 
terial. Sizes 12 to 20; 40. Size 16 takes 3% yards of 39-inch 


fabric. 


1530—Youw'll use this pattern for many outfits: Belted. it’s 
a smart dress for work: unbelted, it’s a brunch coat, evening 
wrap, or—made in faille—a new spring duster. Sizes 12 to 
20: 40. Size 16 takes 4% yards of 35-inch fabric. 


1778——Make this in print to get a head start on spring. The 
high midriff and stand-up collar emphasize the popular em- 
pire look. It’s easy to make, because the sleeves and bodice 
are cut in one. Sizes 11 to 17. Size 13 needs 4% yards of 


39-inch fabric. 


1701—This is the style shortie you'll want to make for 
Easter, the style that blends with everything in your ward- 
robe. Note cardigan neckline, patch pockets, turn-back cuffs 
made in one with sleeves. Sizes 12 to 20. Size 16 takes 2% 


yards of 54-inch fabric. 
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SHOPPING 











HEW, a big gust of wind blew me 
all the way down the street to work 
today. No wonder I got here five minutes 
early. My boss just smiled wryly and said 
he is all in favor of these 
ings. Well, we’ve a good crop of shopping 


gusty morn- 


suggestions for you this month, 
ter what the weather. 


no mat- 


Blue Valentine. Perfect for a small val- 
entine gift or for the bride-to-be is Gouri- 
ellis new fragrance, “Something Blue.” 
You ll love its delicate, romantic fragrance 
a top note of heady musk balanced by 
light-hearted violet and jasmine. “Some- 
thing Blue” a whole trousseau 
of products, ranging from bath perfume 
at $1.25, Eau de Parfum at $1.50, and 
perfume at $2.50 up. A gift to remember 
for showers and engagements, and _ for 
presents. 


comes in 


bridesmaids’ 


Rain Boots for High 
item that will come in handy these days— 
a new style in clever plastic rain 
boots that fold up into a little case when 
Now Rein Dears have 
high-heel 


* 


Heels. Here’s an 
those 


the sun comes out. 


introduced a version to 


new 


LA 





SN 


wear over Cuban- or 
Each boot (like the regular 
fit” style) is molded in one piece—there 
are no seams to pull apart; and each 
has a triple-thick suctionlike tread. Rain 
Dear boots with matching pouch sell for 
$2 in Macy’s, New York, at Marshall 
Field’s, Chicago. 


French-heel shoes. 
“universal- 


Help for Hair. A 


new product called 
Final Touch Dry Hair Treatment has 
been introduced by Bonne Bell, Inc. to 


help correct dry or damaged hair. It is 
packaged as six individual treatments 
that sell for $2 a box. Final Touch is 
a cream to be massaged into the scalp 
after a shampoo, left on for about 30 
minutes and rinsed out, leaving the hair 
soft and easy to manage. 


For Your man to 
smell yood? Then you might consider giv- 
ing him after-shave lotion by Marcel 
Rochas, the famous French perfumer, in 
the new Moustache fragrance. It is de- 


Valentine. Like your 


“clean, 
A two-ounce bot- 


scribed as a scent of the outdoors, 
virile, and windswept.” 
tle is $2.75, plus tax. 


Looks like a 
doesn’t it? You'd never guess 
that it houses 
your 


Sophisticated Lunch Bag. 
smart purse, 
from the 
bottle and 
it’s completely lined with a 


a thermos 
lunch; and 
%-inch layer 


outside 


space tor 


of Fiberglas insulation to keep your lunch 
Lunch-in Bag, 


fresh. The 


as it is called, 





is finished in Black Watch, Royal Stuart, 
and other wool plaids with leatherlike 
trim that fooled even our practiced eye, 
or in all synthetic “leather.” The bag 
comes in shoulder-strap or handle style 
and there are two sizes. The larger size 
has a two-cup thermos and costs $4.98, 
the smaller size with a one-cup thermos 
is $3.49. Both are available at Gimbel’s 
(New York and Philadelphia). 


Beautiful Modern. Below are 
of Fries pottery that will serve as wonder- 
ful birthday gifts, hostess gifts, or 
gifts for the person who likes 
Both are hand made on 
wheel of Willem de Vries, 
whose pottery has won many good-design 
awards. They are intended to be 
containers, but the little fat jug 
7013), 
marvelously as a 


two pi ces 


even 
Valenting 
smart accessories. 


the potter's 


flower 
{ No. 


which is four inches high, doubles 
syrup 


bottle, and the 





low bowl (No. 105) will serve grace fully 
as a nut, candy, or fruit dish—or a hand- 
ashtray. The low dish is 5% inches 
in diameter and has a simple spiral swirl 
design at the center. Both sell for about 
$2 and are on sale in New York at Georg 
Jensen, 667 Fifth Avenue. They are done 
in soft dove gray with rust brown trim. 

(Continued on page 319) 
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PALOMINO 
hand-carved natural saddle 
leather, 12.98 





MUSTANG 
Hand-carved natural 
soddle leather. 12.98 


Perfectiy 
matching 
handbag 
12.98 
plus tax 





Address 


mall enters »-MANDEL’S say Scone, 








TYPEWRITER MAGIC 
The Typewriter Game Sensation of 1953 
Fascinating—Relaxing—Baffling 
Only 50c for 32-page booklet of 18 Mystery Games 
JUST FOLLOW DIRECTIONS AND SEE WHAT HAPPENS 
ARTISTIC TYPING COMPANY 
4006 Carlisle Ave. Baltimore 16, Md. 











Here's What You DON’T Learn in School! 


Yes ere it is, eirls Ol Of Short Cuts 

the most rollicking, ym pre wel ve cading 
ever compiled for the modern secretary. Clever 
ly illustrated by secretary-author Magi Maxwell, 
the book is studded with wondrous ideas gleaned 
from a long career in New York advertising 
general office, and newspaper fields, 50x 


Real New Books, Box 1432, GPO, N. Y. I, WN. Y. 














PET! 





Has all the 


Full of 
help the 
done! Tips 


answers! 
bright ideas! Likes to 
teacher get her work 
her off to what’s new 
Yes, teacher’s pet: That is Busi- 
ness Education World, the magazine 
that more business teachers 
than any other! Cost: $5 for two 
years, $3 for one year. Includes key 
to all shorthand plates in Today’s 
Secretary, too! Address: Gregg Mag- 
azines, 330 W 42, New York 36. 


buy 
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Marilyn Monroe, as secretary 
to Charles Coburn. receives in- 
structions from him as Cary 
Grant looks on in this scene 
from “Monkey Business.” a 
20th Century-Fox film. 


Secretary: 


Ever wondered what it’s like to play the part of 


| 
Sereen Version Ww 
| 





° 
= 


| 


a secretary in a movie? C 
BY PAUL VANDERVOORT II | 
y} 
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— 7 oy Ceod, . @ eat “O_o a t ae Banks conters with Richard Wid 


‘cretary Joan 
- i mark in this office scene from the recently released 


or re 
20th Century-Fox movie. “My Pal Gus.” 
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BEFORE 


Simplest, fastest, MOST ECONOMICAL type clea 
ang dane Banishes lint and solid “goo.” 
dauber eliminates spattering ...makes your boss realize 
you're the tops. Let your letters really SPARKLE... it’s so 
easy with CLAR-O-TYPE! 


ing fluid! 
Sturdy 
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| PLASTIC SURGEON Ls 
: (Concluded from page 291) K 1 CK y a | K 
Scien 
” REALLY A SKILLED SURGEON is oft- | | 
4 en so engrossed in his work that he J | 
: & falls short on public relations. His | Why are the folks who make 
secretary's job is paramountly that | | k Qibb ' 
- of a good-will getter—the light- | | pP | 
A hearted go-between who turns what | uc eye ons 8 Ca y ons 
i could be a stuffy waiting-room-full | | . G . 7 
a of unhappy and embarrassed (self- | | like eorge Washi ngton 
conscious ) people into something | ' , 
, akin to a friendly, family living | | Cause theyre hot hibbing especially 
room. , 
The doctor's secretary must al- when they Say you never used 
ways remember that, while her boss | | } 
wa may be in the office no longer than | better ribbons and carbons 
three or four hours a day, she’s ‘ 
‘ there eight hours and has the clos- | — 
Zi est—sometimes the most intimate— Want me for your — doggie little poper- 
$ contact with patients. The medical | weight ? Then write for me on uour 
secretary—as hostess, administrator, ’ 
and confidence-builder—can pre- | | COMPANY LETTERHEAD ; Ui help keep 
°F sent to her boss patients who | your desk in order and Jl remind you 
through “conditioning” are co-oper- t b \ £ 
ative and enthusiastic, or she can tha your best vy a ways comes Trom 
deliver patients who unload _ all 
their troubles and doubts upon his BUCKEYE RIBBONS and CARBONS 
already burdened shoulders. This : ‘ 
is the difference between a loyal, 72\3 St. Clair Ave, Cleveland 3 Ohio 
enthusiastic surgical secretary and — 
“4 one who watches the clock and 
whose loyalty is measured by her 
shoes paycheck. 
































. Key to “Talking Table” Problem on page 289 
Many surgeons lack business 


skill. Often, they undersell their tal- 
ents. The secretary must be a firm 
administrator—must look out for her 


ADVERTISING BUDGET 





Media 1952 1953 Change 
boss S welfare and. ot course, meas- Magazines $20) O00 $99 500 $9 500 
“4 -- °4> > » ae sf . sista . 4 ‘ " . se. ies 
“~ rt the oes nt's ability wie $ — Newspapers 12,000 15,000 3,000 
t e x a secretary = omce ac Radio 100.000 75.000 25 000 
ministrator, remove the onus o a a - H 
; . . . Television 100.000 150.000 50.000 
financial arrangements from the 
surgeon—leaving him free to ab- Totals 232.000 262.500 30.500 








sorb and lose himself in his work. 


THERE ARE OTHER DE- 
raits—all important. For example, 
| keep a daily record (in my steno 
book) of every incoming call—no 
matter if from patient or the Fulle: 
Brush man. | file my steno books 
away, dated, for future reference. 
Many a they ve 


SCORES OF 


time come in 
mighty handy. 

| also buy all office supplies, even 
surgical items, with advice for these 
from the surgical nurse. When my 
boss travels abroad for study or 
medical conferences, I plan his itin- 
erary, purchase his plane reserva- 
tions. book hotel rooms for him. 

And, most important, I’m con- 
tinually funneling ideas his way— 





an idea or two a day. He wants and 
seeks them—just as he does con- 
structive criticism. Yes-girls have no 
place in the surgeon’s office. 

I’ve used the word “boss” on oc- 
casion. Actually, it doesn't fit. We're 
a team—and we have been for 24 
years. 


WHAT HAVE BEEN MY REWARDS? 
Financially I’ve done very well. | 
own a late-model car and my own 
home. I travel. I ride horseback and 
get out-of-doors a lot. My income 
far exceeds the $350 to $500 a 
month sometimes quoted as the 
going scale for medical secretaries. 

But more than materialistic re- 
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ward, | have the deep personal sat- 
isfaction of having helped mold a 
promising career into full-fledged 
world renown. 

What 


career offer? 


more can any secretarial 





ante Miami lawvers were discuss- 
ing one of their favorite subjects 
at luncheon--secretaries, efficient and 
otherwise. 

“Bill has had trouble finding a real- 
them 


said. “Say, Bill, how long was your 


ly efficient sec retary,” one of 


last secretary with you?” 
Bill re- 


against me 


“She never was with me,” 
plied “She 
right from the start.” 


sadly. was 
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February Competent Typist Test ° 





(Te compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional 5 strokes typed. To get gross 


speee i, divide total by number of minutes; or 


, to get net speed, 


Words 


Every school day, come rain or shine, 
a yellow bus eases to a stop at our corner. 
My son, who has taken his stand on the 
open road a minute before, steps aboard. 
And so begins his education for the day, 
starting with a tour around twenty miles 
or so of the valley, before his more for- 
mal classes take up in the high school. 

It is an event that is shared by many 
thousands of rural children all over the 
country. Their parents and grandpar- 
ents trudged a few miles on country 
roads to one-room schools, but now the 
children ride a bus to modern, central 
schools. They may ride a couple of miles 
or a dozen, or even more, and that ride 
is part of their education. At least, it is 
for my son. 

Miss Creation is the teacher. Her 
meanings make themselves known in 
the hum of tires on dirt and gravel. As 
day breaks over the mountains, she 
seems to chant and call attention to the 
majesty of the purple mountain high 
above the fruited plain. At each stop be- 


fore a small but usually thriving ranch, : 


she points out some sign of activity. The 


early farmer is bringing in the milk, re- : 
pairing a fence, or building a new feed- : 


ing shed. 
Take this next pretty place in its 
grove of trees. This couple started some 


fifteen years ago on a small loan and a : 
large gift of courage and energy. That : 


cottage, which used to be a shack with 
just one room, now has electric lights. 
That healthy boy about to join you has 
just finished his morning chores. That 
cattle will bring top price at auction this 
year. 

In the stretches of open country, she 


8 
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subtract 10 for each error before dividing by number of minutes.) 


Ww 
directs the study of wild life. She points : 


out the law of Nature in action as the 
mother hen crouches with her brood. 


That large flock of birds flying over- 3: 


head speaks for the results of protection. 


You do not see so many birds that prey 356 
upon other animals as in the past, but : 
do not forget that Nature demands a : 


balance of species. 


Now we will see if anyone can identi- 382 
fy that pair of huge birds walking up : 
the hillside on their short, feathery legs. : 


Yes, they are bald eagles, our national 
bird. Those of you with sharp eyes may 


discover a coyote among the rocks on 4: 


the hill. 

And now, as you wind up into the area 
where we have our water supply, watch 
for flying wedges. Traveling at a speed 
of forty miles an hour, the wild geese 
still challenge the ingenuity of man. If 
they eat a little of your grain, it is small 
tax for the beauty and mystic quality 
they add to life. 

You are about to enter your forest 
region. The yellow pines with their long 


needles make a handsome picture. As : 


you turn north on the highway, take out 
your notebooks and jot down any new 
state licenses you see. You already have 


one from almost every state. And there 53: 
is the lake—about thirty miles of it just : 
below the mountain. It is just like a 55: 
dream. Riders of the yellow bus love 56: 


this section. And now you are nearing 
your destination, the town of Polson. 
My son will graduate from his rolling 
school this year. I shall miss seeing it 
stop at our corner. And I shall miss the 
education I was receiving by proxy. 


ords 


996 


*” 


578 
586 
594 
603 


610 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from an article by Hepburn Dinwoodie in the May, 1951, issue of Ford Times. 


312 TODAY'S SECRETARY ¢ February, 1953 





The 


— 








Transcribing Speed Practice 


The material below is the same as 


and from 
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Looking Out 
for 
Your Wateh 


ID YOU EVER WONDER 

why your wrist watch seems 
to need so much repairing? Without 
being aware of it, most of us abuse 
our watches—a very easy thing to 
do. Whether the watch is on your 
wrist or off, you can easily damage 
its delicate mechanism. 

Here are some statements to test 
your knowledge of sensible watch 
care: 

A watch may be worn to bed. 
Faxse. Not only is there the danger 
that you may knock the watch in 
your sleep, but little bits of lint 
from the sheets and blankets are 
likely to get into the works. 

Your purse is a safe place for the 
watch that’s off your wrist. FALSE. 
If you have perfume in your bag, 
vapors from the oils of the perfume 
drift through the case on your 
watch and form a green residue on 
the moving parts. In this same way, 
face powder and tobacco dust get 
in and block the movement. 

A watch shouldn't be worn when 
cooking. True. Steam from your 
cooking pots can seep through the 
most minute spaces of your watch 
case, and condense on the delicate 
mechanism inside, causing rust. 

Wear your waterproof watch un- 
der the shower. Fatse. No watch 
can be counted on to be completely 
waterproof. The gasket that keeps 
the case tightly closed can wear out. 

Replace a broken or cracked crys- 
tal immediately. True. This pre- 
vents damage to the watch face. 

Wearing your watch while iron- 
ing is bad for it. True. The lint 
fluff, plus the heat, will place your 
watch in double jeopardy. 

You may drop a shock-resistant 
watch. Fatse. While shock-resistant 
watches are intended to be more re- 
sistant to jars and shocks than the 
ordinary jeweled watch, no watch 
can be dropped without risk of 
damage. 

Give your watch an annual check- 
up. True. Your watch should be 
cleaned once a year. The oil used 
on watch mechanisms is thin and in 
infinitesimal drops. Under normal 
conditions, the pin point of oil on 
a pivot would last for one year. 
—Florence B. Gould. 
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COME 
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at The 
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Satta tb So s10e35 Clb 


Junior OAT Test 


what an attractive 


INSTRUCTIONS: See 


copy on 


Valentine’s Day Party invitation you can make of the above 


a halt sheet of paper. You may want to try typing it in heart shape. This is not required, but 


the job will be more fun perhaps if you try for something a bit more unusual than straight copy! Those 
might like to type 


at one writing) 


of you who have already practiced making carbon copies, the copy in triplicate (or 


as many more Clear copies as you can make and submit the last copy, noting at the top 


of the sheet whether it is the third, fourth, sixth, or which carbon copy it is. 


Senior OAT Test 


INSTRUCTIONS: Read the following material caretully 


and loss. 


, then set it up as a simple statement of profit 


For leaders, use alternate periods and spaces, being sure the periods line up vertically, row 


after row. You will need to make 
full sheet, 


(care of Topay’s SECRETARY, 


Center the work on a 
Write her quickly 


a handwritten first draft before you start to type. 


using a 60-space line. Tessie has a few copies of the key to this problem 


330 W. 42 Street, New York 36, N. Y.) if vou want one. 

The name of our firm is Richard Martinson and Sons, and we are located in 
Montgomery, Alabama. We have an employees’ snack stand in a corner of our 
floor, operated by our Girls’ Club to raise money for Club Affairs and charity. I 
am the supervisor. 

I was recently put in charge of the snack stand, and one » of my chores is to 
turn in a profit and loss statement every four weeks. But I do not know much 
about bookkeeping; so, I’m going to give you the information I have and ask you 
to set-it up as a profit and loss statement for me, for the four weeks ending on 
January 30, 1953. 

Our total sales for the four weeks amounted to $675.30, which is mighty good 
for our little stand! Of course, I have to subtract from that the cost of the mer- 
chandise we sold. According to our inventory, we had $121.50 worth of merchan- 
dise on hand four weeks ago, on January 2; and since then we have purchased 
$363.75 more merchandise, making a total of $485.25 worth of merchandise avail- 
able for sale. When we took inventory on January 30, we still had $93.60 worth 
of goods left. Subtracting the $93.60 from the $485.25, it seems that what mer- 
chandise we sold cost us $391.65. By subtracting this last figure from our total 
sales, we have a gross profit of $283.65—right? 

But, of course, we had some expenses in running the stand, too. We pay a girl 
$25 a week—that would be $100 for the four weeks—to operate the counter for 
us. I get $12.50 a week, or $50 for the four weeks, to supervise the snack stand. 
We have to pay the company $50 for rent and $10 for heat and light—we use a 
lot of electricity, you know. Our equipment is pretty expensive and is wearing 
out; so, we deduct $25 every four weeks for depreciation. According to my 
arithmetic, our total expenses for the four weeks come to $235.00. When I sub- 
tract that from the gross profit figure, $283.65, I seem to get a net profit, before 
taxes, of $48.65. I hope you will double check my arithmetic, for it is almost as 
weak as my bookkeeping! 
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™y. PRY 








To obtain certificates or pins that indicate you can qualify on OAT tests, send a copy of 
your solution of the problem to the Gregg Awards Deparment, 330 W. 42nd Street, New 
York 36, N. Y. The fee for certificates is 10 cents; for pins. 50 cents. Attaining the Senior 


certificate or pin makes you a member of the international Order of Artistic Typists. 
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Duty Dictation 


DUTY ONE: To review the phrasing principles. 


The letters given here are npt 


“packed,” but contain most of the phrases listed in Most-Used Shorthand Words 


and Phrases (Gregg ¢ Leslie © Zoubek). ¢ 
writing. Practice the preview words (the key to these shorthand forms is provided 


DUTY TWO: To build speed in 


by the words in italics): then take the letters from dictation at faster and faster 
rates. The word count is given every 20 “average” words. 


Phrase Review: Gentlemen: We wrote 
vou on January 26 requesting an ap- 
pointment to call and inspect your 
plant.?” As yet we have had no reply 
from you. If you wish to enter into the 
contract referred to in vour letter.*° if 
is necessary that this inspection be 
made as soon as possible. 

Please inform us as to what you 
would’ like us to do. Yours truly, 
Dear Mr. Lane: Your letter calling at 
tention to our balance of $10 was*’ a 
surprise to us. We were under the im- 
pression that our account was clear. 

We think this is an error on you 
part, as we have not received a ship- 
ment of any item from you for this 
amount, 

Will you pli ase look into. this'?° 
matter as soon as you can. Yours truly, 
Dear Madam: We are sorry to learn 
from your letter of the 16th that'*® it 
was necessary for you to return the 
electric toaster we sent you several 
at a loss to see 
how the damage occurred, but ow 
shipping department has 
structed to look into the'* 


Soon as possible. 


davs ago. We are'* 


been in- 
matter as 


In order that you may suffer no fu 
ther inconvenience, we are sending 
you*"" another toaster by express to 
day. We hope that this one will reach 
you in good condition. Yours truly. 
Dear Sir:22° For several months we 
have received very little business from 
your company. I was told by one of 
that this is due to a slight 
misunderstanding. 


our men* 


Our representative will be in you 
city in a few days.**’ We feel sure 
that he will be able to make arrange 
ments for the continuation of the 
pleasant relations**® that have always 
existed between our firms. 

I should like you to know that I was 
completely unaware of the °°" fact 
that anvthing had occurred to caus« 
delay in our shipments to you. This 
will not happen again, I can**' 
Vou. 


assure 


| hope to hear from you again soon. 
Very sincerely yours, 
Dear Sir: We are sorry to learn that 
the coat“ you ordered February 2 
has not yet reached you. As we mailed 
the coat early the next morning, we 
cannot” understand why you did not 
receive it unless, of course, it went 
astray en route. 
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So that you may not be further** 
inconvenienced, we are duplicating 
your order. We hope you will receive 
the package in a day or two. 

We want *°° to assure you of our 

desire to do all we can to please you 
in every way. Please let us know 
whether this*?® duplicate shipment 
reaches you in good condition. Sin- 
cerely vours, 
Gentlemen: After reading your letter 
of '*’ November 6, it is hard to know 
whether it will be worth while starting 
a branch of our business in your city*® 
at this time. What you say on the sub- 
ject of the labor scarcity is correct. At 
the same time, however, we*®® are of 
the opinion that this is only a tempo- 
rary condition that will cease to exist 
ina few*®” months. 

The raw-material situation you men- 
tion is, in our opinion, much more 
serious. We cannot,’?° of course, make 
a definite statement at this time, as 
we do not have very much information 
about the matter.°*° As a matter of 
fact, this is the first we have heard 
yf it. 

[t is obvious that we cannot take the 

chance*’’ of erecting a new building 
and then finding ourselves without raw 
materials. Unless we can be sure of**' 
obtaining them without fail at all 
times, I am afraid we shall be forced 
to seek a location elsewhere. Yours 
very” truly, 
Dear Sir: In regard to your order of 
January 20, I am sorry to say that 
your request®®® for five dozen sets of 
+256 cannot be filled at present. The 
most we shall be able to ship®*® you is 
two dozen sets. 

In the past, we have always shipped 
merchandise to you in whatever quan- 
tities you desired.**° During the last 
three months, however, due to the 
labor situation, we have been unable 
to produce**® our full quotas. In addi- 
tion to this, a very important piece of 
our manufacturing equipment broke’ 
down, and it weds not possible to make 
repairs until several days ago. 

As a result of these conditions,**° 
we have been forced, during the past 
few weeks, to reduce the quantities 
shipped to each of our regular cus- 
tomers.‘ *” 

We hope you will understand our 
position in the matter and bear with us 
a week or two. Yours truly, (759) 
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How to Use the 


CALCULATOR 


and the 


COMPTOMETER 


by James R. Meehan 
Hunter College, New York, N. Y. 











THIRD EDITION 


with controlled problem 
material and a_e “real 
teaching and learning 
plan for “touch tech- 
nique” 


Emphasizes touch control in ma- 
chine operation. 


Expanded to 40 Units and mod- 
ernized to include more and bet- 
ter drill material on the latest 
equipment, including the new 
Plus Calculator. 


All techniques completely illus- 
trated. 


This new edition teaches the four funda- 
mental machine operations. It has been 
refined to include: new problem mate- 
rial on extension and addition of in- 
voices, preparing of inventories and 
payrolls, and carefully selected addi- 
tion exercises that advance in easy 
stages from the simple to the more dif- 
ficult reaches. 


How to Use The Calculator and 
The Comptometer, Third Edition 


is adaptable to any course length and 
to any desired level of class achieve- 
ment. 


Write Gregg Today 


GREGG 
Publishing Division 
McGraw-Hill Book Company, Inc. 


New York 36 
Chicago 6... 


.330 W. 42nd St. 
111 N. Canal St. 
.68 Post St. 
.501 Elm St. 
253 Spadina Rd. 


San Francisco 4 
Dallas 2 
Toronto 4 
London, W.C.1 
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cember magazine 


February test copy on page 298 








OGA ConrTeEST 


For full particulars about entering the 1952-53 OGA Contest, see the announcement 
in the December issue of TODAY'S SECRETARY. This Contest Copy. which is to 
be used by all contestants — whether students, teachers, stenographers, or reporters 
— is being repeated here for the convenience of anyone who did not receive the De- 


Cory 


All specimens written from this copy will automatically be entered in the Contest 
If you wish your notes considered for OGA Membership also. address them to the 
Membership Examiner instead of to the Contest Committee 
apply for Membership only, but who do not desire to enter the Contest, should use the 


Candidates wishing to 


OO 6 et A oe 
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The Contest closes on March 2 (papers from outside the United States will be ac- 
cepted up to March 16), and all entries must be in our hands on or before that date. 


Words 


Key to teasers on page 299 


PLAGUING PLURALS 


l. witnesses; 2. centuries; 3. journeys; 
4. pianos; 5. the 1950's; 6. feet; 7. to- 
matoes; 8. Ibs.; 9. assets; 10. analyses. 


MATCHUPS 
woman, an 


l. a_ beautiful exquisite 
cameo, a handsome man; 2. an attractive 
window display, a picturesque garden, a 
pretty dress; 3. a busy housewife, a dili- 
gent student, industrious habits; 4. to give 
a birthday gift, to confer a degree, to 
grant a request; 5. to annihilate the ene- 
my, to raze a building to make way for a 
school, to dismantle a room; 6. postpone 
the meeting until Friday, defer the en- 
gagement indefinitely, procrastinate from 
day to day; 7. anticipate the pleasure of 


TODAY'S SECRETARY ¢ February, 1953 


seelng you, expect to leave soon, hope 
receive a higher salary. 


TICKLISH ENDINGS 

l. baggage; 2. acknowledgment; 
using; 4. profited; 5. guidance; 6. arran 
ment; 7. truly; 8. transferred; 9. nin 
10. confirming. 


PESKY POSSESSIVES 
Wrong—should be: 2. misses’; 3. 4 

dren’s; 5. its; 6. dollars’: 8. Dick; 9. 4 

body else’s (no longer anybody's elsé 


WHICH PREPOSITION? 
1. into: 2. between; 3. inside; 4. f 


5. at; 6. for; 7. with; 8. from; 9. 
hind; 10. of. 





lope 





